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Preface
| ~ S
. This preliminary edition of the Handbook of Standard Terminology

for Reporting and Recording Information About Libraries is provided as

an interim measure, pending publication of the first edition by the

U.S. National Center for Edutation Statistics (NCES). NCES wqrﬂ edit.
\ the Handbook prior to publication. This editipn, therefore, is unedited

and inténded strictly to serve advance demand. - :

The Handbook Qas develgped by the National Center for Higher‘

Educatipn Management Systems (NCHEMS) under contract to the u.s'. National
Center for Education Statisgics It has received broad review from varies {
and numerous sectors. To the degree possib]e recqmmendations and revisions
provided by this reyiew were incorporated. Due to the breadth of the audi-
ence, and the divers1;y;of the library community, concensus (whi]e an ideal)
is not a pbssibility. IF is our hope thaf.specia] interests have beén duly

recognized, and that the Handbook is sufficiehﬁly fluid to respect differing

viewpoints. R
. 4

The_framéwork of {nformatibn and the data set described in fhis'handbook
are inténded_(l) to provide informed basis for 1{brary management apd
planning; (2).to facilitate informétion exchange and communications among
.]ibrarjés;‘and-(B) to forward a common language and framework for exfernal
reporting. -The Handbook is not meant to dictate the manner ih'which an
individual library is organized, not totpreestablish a specific data set”™
appfopriate to an individuad library. Instead, the Hapdbook supplies a
1anéuagevand_structﬁre with which to organize data and concepts about fhe' .
library; and, cons tructs arsimple formula by which to transmit comparable -

and consistent information about the library.
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The Hagdbook is a synthesis of significant and diversified efforts"

which precedéd; it is, however, not an end-point to this evolutionary
process. Theég remain difficulties in- the recording and interpretation -
of information\about libraries; additional 1nvéstigat{on is required to
provide so]utioﬁs. Indeed, changes and refinements to the Handbook will
be indieated through practical’ application. Thus, the Handbook is bur—
ﬂése]y flexible to‘acconmn&ate the dxpamic environment, and the range of
information needs, of the library community. Ithis our hope that the
Handbook can provide a cGornerstone t6 the future and can address many of
\ .

the critical challenges which confront modern-day library management.

e -
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CHAPTER |

. . Introduction

A. £ PURPOSE OF THE HANDBOOK

The Handbook of Standard Termino]ogy for Reporting and Recording

Inforwation about Libraries outlines the types of information useful for

4

communicating data about library resources and library programs. The

ﬂggggggk is intended for managers and data collectors in all sectors and
at all levels of the 1ibrary community. The structure of information and
related terminology are intgrded to provide a sound basis for management

and planning; to enhance information exchange; and to facilitate reporting

. !
- to external agencies and organizations. This Handbookvprovides library

managers, boards of trustees, and other library decisionmakers with gquid-

ance in identifying items of information from which to obtain factuai and
cemparative data for developing policies and decisions; for communications

with constituencies, legislative bodies, and governing organizations; and

for fy1filling information requests of external agencies. Ideally, the

items ahd use of data elements defined in this ﬂandboo‘g‘aﬂl %nhance the
\ L s

~ comparability and compatibility of data collected for a variety of reasons

and by a variety of organizations; ahd.will reduce duplication and, response
burden associated with these diverse data-collection activities. In th1§
context, it i hoped that the terminology and data definitions included
in this Handboo will evolve into a standard 1anguage for inter* and intra-
orq@nizational cAmmunicatlons

. A primary quR?se of the st}ucture outlined in this Handbook is to

provide an informat\oh foundation upon which to base decisions on complex

" “internal questions and which allows 11brary~manager§ to'be responsivé to

\

\ C .9'
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~the information needs of their constituents and parent organizations.
thdamenta] to the need for data by library administrators is the obli-
gation- to make well-informed management decisions. Such decisonmaking

- *

responsibi]ities require data for planning and evaluation (of programs
and policies); public relations and promot10n;‘resource acquisition and
distribution;(budgeting; and accountability.
A common difficulty in the interpretation of information is the
absence of a relative standard by which to assess the library's operations
and resources. The library, like most nonpr0f1t organizatians, does not ,
have an overall measure of its success (such as profit) by which to eval—
uate itself. Instead, the librar} mus t d@pend_ypon comparative data by
which to relate its activity with its own historical performance,\or fhat
~of counterparts in other settings. In this context, theﬁ, the capability
to communicate and compare the 1ibrary}s operations and resources is_c]oselyl
aligned to the deve10pmeﬁt:df managerial guidelines. In order to impléﬁsgg
the necessary exchapge'of information ahong libraries, several actions |
need to be adopted; a commoQ set of data elements needs to be co]lectedih
at the site(s) witﬁ which the library will communicgte and compare 1tself§
~a common terminology using agreed-upon definitions with which to describe
the fébréry has to be employed; and a standard methodology by which to
collect énd combine the data must Be effected. The Handbook presents a
guide to the types: of informafion that are important in describing the
library and that are fundamental to the comparison of operatipns and re-
sources ambng libraries. Thus, a secondary purpose of the Handbook is to

provide the basis for translating data from internal systems to external

communications mechanisms.
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- A tertiary data concern is thg nature of external ;eportinq require-
ments placed upon the library by égvernment ageneies, professiional organi-
zations, and others. The 1ibfary conﬁmnity has 1tsé1f suppogked many data
collection endeavors in order to.determine operat{ng costs, interlibrary
loan traffic, photocopying 1eve1s; and additional information about the
operations and resources of'libraries. lThe diverse purposes of these
efforts have often led to the use of varying data cateqories and conflict-
ing definitions. This )%tk of standardfzation as well as the unique nature
of such surveys have prevented comparison of thé resulting iﬁformation.
0f equal concern has béen the burden p]aced‘on libraries to eollect data
which often do not conform to the types d? data collected internally.
[dea]]y, these divérse sug;ey efforts would be based upon ;tandardized
terminology and data sets similar to those of internal 1ibrgry data systems.
The benefits of standardization among these diverse survey éfforts include
the enhanced’capability to compage and combine data from mu]tibJe survey
instruments, the reduction of response burden by the use of Staﬁégrd ter-
minology and data cétegories, and the avoidance of redundant data‘épllec—
tion by various organi;ations. The Handbook is intended Eg~§pster gxsommon
language which could accomplish these objectives. =~ \\

. A single overvieﬁ-of management information and standard termino]oéy
is_insufficient to address each of the day-to-day infonnatioh‘;eeds of

thé\ljbrary administrator and policymaker. Instead, the Handbook provides%

N / )
a basis for identifying the types of information commonly useful to man- \
agement and to governmental and professional organizations, and formulates

a framework to assist in the interpretation of this information.

1y .



J——y

(

. 8. SCOPEZOF THE HANDBOOK

Premise of the Handbook

-information needs in acddemic, pub]i&;‘school, aﬁd special library communi~ R
ties. An under1y109 premise of the Handbook 1is that all types of libraries -
have a common set of functions, purposes, and resources which outweigh the
differences in setting, size, or organizational goals. The data base is
built upon this compmon set of descriptors, while accommodatiﬁg and pro-
viding those descriptérs unique to each type of library. .

Sevéral difficulties in generality, however, ®hould be underscoréd.
There is no typica] library, and thus no typical data set appropriate to
the individua] library. Unique goals and objectives of .the individual
library preclude dictating the types of data necessary to decisionmaking
in that setting. For this reason, it is anticipated and encouraged that
the individual library édoptinq measures of resources and _programs ffom
this Handbook w1]1 se]ect elements from the data set which meet the. needs
.b{ the 1ibrary and its environs. The Tibrary administrator should be sen-
sitive to the requ1s1te refinements necessary to efficiently nmeet 1oca1
managament information requirements. This selectivity should be based opx
the ;;abmatic and ?érceived neéds for information in p]anning,—manadément:j ;
accountabiiity, prob]emso]ving,-and budget justification. Finally, the |
fo]]owiﬁg &ata set provides a basis for infovﬁed decisionmaking; it does
not dictate :hg‘decision. As with any management information system,

1nterpretation\Qf the resulting data and potential uses of the data set

VoA .
are a matter of individual perogative. . !
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Nature of the Data included in the Handbook _ 0"

»
In seLecting data items for inc]usion in this Handbook an attempt

. $-
has been made to identify bhOse data that are required for reporting to

o

. ¢ \Ji L'
v ~at 1léast the Federal government as well as.those data required to provide

at Teast a minimal data set for interna1 management purposes. \Considena-

tion was also given to the data co]]ection burdén inherent in the data
v
elements 1dentif1ed within the Handbook This latter concern is somewhat

_ diminished by the growing availability of management tnformation hy- pnoducts

provided by library automation However, the library administrator is

cautioned to exercise ‘a high degree of discrimination in identifying those

!

1 data sets useful-to management and accountability requ1rements oﬂ the L
' - " . A .
library. . | ! o
The majority of data categories and measures included in this Hand- A

book is intended for routine recordkeeping and menttoring systems. ‘Otﬁers,

however, are conduc1ve to special surveys In addition, the 1ibrary man-

ager may also require supp]emental information to determine specific prob-

o
. lem areas, act1v1ty ana]y51s, and work measurement whfch are not addressed

o by this Handbook P ‘» “ - . (»-

»

¥ Severa] Tevels of deta11 in the data are presented in this document

These varying'levels are available to meet the needs™of both the large -

A and small’ library;.and to accommodate the sophistifated data system as

' . ) /./
well as the simple data system. Similarly, the levels of detail proVide .
.]evels of dggnegation suitable for mational and state- 1eve1 needs without\ ’

4

, destroying the integrity or va]idity of reported data RN

' _Basic Defin };1005 ' o S

L . . ‘
In Ordér to fully undefstand the scope of the Handbook it.is useful

' -
) to;assign some basic ‘ffinitions to the concept of a ]1brary and the types
0 R , .
CERIC - ’ ‘
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of Tibraries addressed by tR Handbook. A library is defined as any unit

meeting the fQllowing qua]ificationS' (1) it maintains énd.controls an

organized col]ection of printed materials, other graphic materials and/or
nonpﬂint media, (2) it provides a regu]ar staffing level in which the

/ pr1mary function of this ‘staff is to provide_materia]s, facilitate the-use

.of the collection, and deliver information services to meet the informa-

7 tiog:?, educational, or recreational needs of its-cljenfe]e; and (3) it
maintains an established recurrent schedule in which services of_the staff
are hvazlablé to¥the unit's'clientele. Those organizations serving duat
roles as agencies and as libraries, such as national libraries and state
agencies serve as 1jbraries. Agency functions such as grants and contracts
administration, consulting, and governance of other libraries are not
considered in this‘ﬁgjggggg.

Types of Tibraries--academic, public, school, and special--are largely

,defined by mission, institutional setting, and target populations. In

i

1
§7)

some cases (for example, special libraries serving academic institutions],

;:‘ cl@sification is difficult. For some purposee, it is useful to describe
| ..'hf_lhese mO*fj»type libraries in one manner, and for other.purposes, it is
o ’ féq@é??} useful to group "these 1igﬂ5ries in another category. ~“This flexi-
‘l o bi]jty:ié necessary to allow for diverseqcomparisons, and to a]]oy for

' differing stratifisation. This approach recemmends a certafﬁ amdﬂnt of
ot se]f determ1nat10n by the 1ibrary in describing itself; however, these
multi- ~type 11brar1{g should be aware that fdr repd?ting purpoSes, deter--
minat19n should be based on the requestor's needs, and such ‘Tibraries
should report accordinglx_ Thus, for example, ‘while a special library "

. serving an academic institution may consider itself a special library, -it
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is encourd@ed that such libraries report-as part of the academic 11brary

” in the NCES H1gheﬁ Education General Information Survey The followimy
\ .
definitions should be viewed®in light of these éonstraints and flexibil-

-

Tties.

+" An academic library or library serving a postsecondary educational

1n§t1tut10n is considered to be a library forming an integral part of a

| coi]ege, univevsity, or other academic 1nst1tutiog for po;:;ecohdary
educétion, organized and administered to meet the needs of students and
faculty of the 1n§titution or'of a eortioﬁ of that institution.

A public jjﬁrarx is defined as a library that serves all residents of

a given community, district, or region, and receives its financial support,
in whole or part, from pub]tc funds. Public 1ibrarjes make their basic
collections and basic,servtcee available to the primary popuiation §erved,
without additional charges téﬁindivjdua] usere. /¥WDduets.and'services ,
above the 1ibr$ry's basic services may or may not;be provided to the pub-
lic on a cost-recovery or fee basis. Individual charges may be,assessed
from library ueers'OUtside the primary target population of the library. .
In addition to the tax- supported mun1c1pa], county, and regional publ1c
libraries, tﬂjs definition includes privately--and Federally- contro]]ed |

libraries wh1qh render, without pharge, general library services to tHe

community.

A school ]ibraty or SChool media centen is defined as a library which, .

as part of its primary mission, supports the curricu]a needs of, and pro-
vides its collection, related equipment, and the seryfces ‘of a staff to,
students, teachers, and affi]iated'staff of an elementaky, secdhda(y, or

combined school. o . —

|
I
c,
-
Q;h‘
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A §pggj9]»ljégggxr1s.coqs1dered to be a library in & business firm,
: s
professional group or assotiation, government dgency, or other organized

¢ group, and which does not meet the criteria for an academic, pubfic, or
f ' school Jibrary} or a 11brary-which is maintained by a parent 6rgan1igtion
4 . . / \
/ to serve a specialized clientete. This category includes independent

~ special libraries and special libraries serving.postSecqndary_educationa]
1nst{tut10ns, corporate organizations, Federal, state, and local agencies,
{/' ' | and other groups.

Traditionally, the Federa]hlibrary community has been viewed as a
unique- Tibrary type requiring a speciaf subset of data applicable to these
1ibraries. In truth, the Federal library community is a micrécosm of the
library community in general. That is, Federal 1ibraries-inc1ude speciaﬁ,

~ schoo],lpublic, and academic libraries. The onﬂy distinguishing factors
are sources of funding, type of control, categories ofxpersonnel, procedural
differences, and -the unique responsibifities of national 1ibraries. These
assumptions about the majority of Fede#gl 1ibrérie; have led to the incor-
‘poration of Federal libraries as subtype§ of the major library categories

/

defined above. Thusl\Eederal libraries are not considered separately from

other types of library in this Handbook.

 Similarly. state libraries have not been addressed separately from

e e ot i i e

a library maintained by statéﬁfunds, which preserves the state reco;hs and
provides books for usé of state officials, books‘féiating to the history
of the state, books published by authors.li%ing in the state, and/or news- °
papers published in thg state. In many st&ées, a state 11bfary hay provide
a collection to meet any resident's needs for books and information. A

i“r state 1ibrary is distinguished from a state library agency, whiéh is a ,
" . o | .

Lo R 6
EMC : | ‘ e -"""-‘*‘-;.
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state organization existing to extend and improve library services in the-

state. _ | - o | T

’

The reader should note that-both the special library and school library

- compopents of this'ﬂpnqggpk are recent develqpments: The data sets tnd

2

.descriptions relevant to these two library sectors should be considered

A ]

evolutionary requiri;B extensive review and imtevpretation by the library

cofmunity itself.
~3

Areas of Necessary future Research and Developnent

The Handbook represents two years of effort in developing an infor-
mation base to address library management information, to facilitate in-

formation exchange among libraries, and to form a basis for reporting to

T

external agencies and organizations. However, continued efforts in fur-
1

thering the concepts and evo]vjng measures of library service are required.
These considerations are provided to the reader in an attempt to raise the
awareness of the limitations of the Handbook and of the need for continued
adaptation ”

)
Among the most basic areas to further be explored are: implementation;

of the concepts and structure which are presented.

fgsting of school and special library cohponents; the measurement of Fe—
source sharing and networking; the agency roles of sfate and national
1ibrar3es; and the development of adequate Rerformance and outcome measures.
of 1ibréry serviceé. |
In order to meet the objectives of the Handbook, implementation of
the concepts, terminology, and definitions at all levels is required.
However, 1hplemént£t10n assumes conside(ab]e actdvity beyond simple intro-
duction of the ﬂggggégg, Because of the broad aud}énce of the Handbook, |

t

it is necessary to tailor thesé products to geet the specific requirements

1,

o
“
R 4
. ol
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of any singlé setting or purpose. - Thus, 1mﬁlementation requires efforgs .
on thé’bart of the 1ibrary community to evaluate and adapt the broduct';
Furthér,»this diversity underlines the need'to identify séecific \\

1ntenest'groups within the library community--e.g., school libraries,

corpprate libraries, medicak,]ibrar1é§, large research libraries--and to

t

highlight the applications of the Handbook as well as to- tailor fhe con-

cepts to these settings. This will require-testing the Handbook 1in these
settings and adapting many of thq codcepts to meet the needs of these

settings. .
\\

The measurement and inclusion of resource sharing, cooperative acti-
vities, and networking (as these affect librartes) are of particular im-
portance, Percéptioné of access énd availability of information resources
have been challenged by new techno]ogfes and netWorking: These innovations
need to be accommddated with new measures. During the devélopment of thisj

Handbook, efforts in the measurement of network services and resource

access were being conducted on behalf of the National Center for Education

~

Statistics by Value Engineering, Incorporéféd. It is hoped that their

findings and recommendations, upon availability, will ke incorporated into

“a later version of this Handbook. , -

. /
Similarly, the concepts of the Handbook and thJ related terminology

require further expansion to accommodate the agency roles performed by

\

many libraries. This includes not only national and state libraries, but

also system libraries and netwdrks. of equa{ concern are the functions
assumed by systems or netwofﬁ headquarters which were once assumed by the
individual library. For example, accoun%ing for centraljzed acquisifions,_
rotating collecﬁions, and systemwide-cdn§ﬁltants is difficult. UOntil

&«

these issues of cooperative services have been resolved, it is necessary

<
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to understand the pgtential for inconsistency.in reporting and recording «
iniormation about such functions. To the extent possible, those libraries
partici pating in, or ;onducting' cooperative endeavors, should maintain’ »
consistency in reporting information.'xln the future, it is hoped that

.. methodologies will be developed to steAdardize the reoorting of ddta about
cooperation. | .

Finally, while the Handbook provide} limited measurement of perfor-
mance and outcome of library services; there is still significant need for .
further development of these concepts and their relevant measures. - The
1ibrary manager requ1res measures of the success of the library and of the
impact (results) of library service upon t constituency and reiative to
the mission of the library. It is, therefote, still necessary to continue
efforts whicn are supportive of the admipisfirator‘'s responsibility to .

improve the library's performance, and to thr extent possible, to enhance

the impact of library services.
}

C. METHODOLOGY AND DEVELOPMENTAL PROCESSES

Background | | - SR
The structure and terminology presented in this Handbook are‘the
results of an evolutionary process bui]t upon deve]opments within the
library community itself, as* well as concurrent"deveiopments in education,
| pubiic administration, and elsewhere. Severai-]ibrary—related endeauors

which contributed significantly to this Handbook need to be emphasized A o

The\American Library Association (ALA) Library Statistics: A Handbook of ' ﬁg

_ Concepts, Definitions, and Términology (1966); the work of Robert Frase andf e

members 0f the ALA and other professional organizations' statistics com-
mittees in the revision of the ALA Handbook; the American Nationai Stan ( h v

dards Institute (ANSI) 239. 7 subcommittee on the revision to the 1968 ANSI-

*l\)“ . I 1‘)
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739.7 standard on library statistics; the reﬁeérch and developmental work

of Vernon E. Palmour, F. W. Lancaster, Ellen Altman, Ernest De Prospo,

Paul Kantor, and otheri in the field of measurement of library servicgs;

.

the findings of Glyn Evans, Mary Bielby, Duane Webster, and Jeffreylﬁardner

in collection assessment; the many efforts~1nvest€§ in the National Center

: !
for Education Statistics Library General Information Survey; intergational

~and national standards of library statistics; the 1ibrary management data

base development of the National Center for Higher Education Management

Systems (NCHEMS); and Many other progressive studies and products through-

) ’
*out the library community. It is anticipated that this evolutionary pro-

cess will continue to enhance library management.

Advisbry Mechanisms Employed in the Handbook Development

Three formal review groups were established for the development of
the Handbook. Each group represented a significantly different perspec-
tive, igcluding the management information needs of the special library

community, information requirements of Federal agehcies and organizations,

“and the information needs of schoo],'special, academic, state, and public

libraries. This Handbook represents the contributions of representativés

from: the National anter for Education Statistics; the National Commission

for Libraries and Information Sciences; the Officé of Libraries and Learn-

ing Resources; the Special Libraries Association; the Public Library Asso- G
ciation; the American Associétion of School Librarians; the Association

of‘golleges and Research Lihraries; the Chief Officers of State Library

Ageﬁcies; the statistics committees or cqprdinatorswéf the‘Medical Li-

".

Libraries, the Special

. .
. Libraries Association, and the Amayican Libraryfkssociation; the National

hN _ - .
Agricultural Library; th National Library of Medicine; the Library of

.. R0
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Congress; the Federal Library Comnittee; the Library Management Division
of the Special Libraries Association; the Department of Commerte; and the

X '
Department of the Army. Representatives are listed in the acknowledgments

to this Handbook .

The forerunner to this Handbook--the Library Statistical Data Base
deve]oped'By the National Center for Higher Education Management Systems--
focused upon ﬁanagement issues in academic and public libraries. During
this earlier development, th; advisory group represented the Association
of State Library Agencies, the Association of Research Libraries Office
of Management Studies, the Public¢ Library Association, the Statistics
Coordinating Committee of the American Library Association (ALA), the ALA
Office of Research, the National Center for Education Statistics, and the
Western Council of State Library Agencies. Members of this advisory group
have continued in an advisory capacity to the Handbook project. These
persons are also listed in the acknowledgments.

In addition to the formal advisory mechanisms outlined above, a num-
ber of informal channels of comﬁunications‘were established throughout the
development. These informal liaisons include representatives of publishing
interests, media producers, members of the statistics committees of the
American Library Association, Medical Libraries Association, Speciqi Li-
braries Association, and American Association of Law Libraries; interviewsﬂ
with the staffs of. the Officé 6f LLibraries and Learning Resources and the
White House bOnference on Libraries and Information Sciences Planning

Office; and other persons interested in the. development. ‘To the extent

~ possible, field gfview copies were issued to persons working the field of

library research, statistics, and other related subjects. While ideally
. J |
the entire library community would have the opportunity to examine, com-

ment, and evaluate the Handbook in advance of publication, time and cost

<1
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"constraints prohibit such an approach. fInstead, it is hoped that the \
library community will continue to improve the concepts and detail of

this Hgngpﬁpkvover time.

Evaluation of the Structure and Terminology
The coétents of this Handbook have been formally tested in the aca-
demic library connmnity, and informally tested in the publiqliibrary com- '
munity. In order to demonstrate and evaluate the data base strqctufe, the
system of information was tested in five Pennsylvania State Colleges--East
Strdudsburg State College, Indiana University of Pennsy¥lvania, Lock Haven
State College, Mansfield Sta%e Céllege, and Shippensburg State College.
The primary purposes of this pilot test were to determine the feasfbility
and utility of data collection recommended by the Handbook, the level of
sophistication existing in current data systemsi the degree of difficulty
“in ingroducing the structure and terminology into existfng-data systems,
arfd the areas of the information structure recommendéd in the Handbook
wﬁich Eequired further improvement. This tést was conducted in‘conjunction

N\

with the development of a management data base performed by the National
Center for Higher Fducation Management Systems (NCHEMS). Full documenta-
tion of this test#is available from NCHEMS or from the Educational Resources

Information Clearinghouse (ERIC) and is entitled Filot Test and Demonstra-

tion gf the Library Statistical Data Base (NCHEMS, 1977). The general
finding of the, pilot tést was that the structure and terminology repre-
sented a valuable and necessary management tool for library decisionmaking.
The pub]icllibrary component was tested in conjunctibn with the iden-
tification of state-level information needs. The Colorado State Library )
and the Colorado Public Library Guide]ines Committee (representing.system

libraries, rural libraries, metropolitan libraries, and so forth) assisted

22
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in the review of the structure and terminology employed within this Hand-
book. Largely, the focus of this examination was upon the Cotorado Survey..
of Public Libraries conducted by the state library agenéy. The survey
serves‘a numbe} of roles: a communications mechanism between public 1i-
‘braries and the State Library Agency,na-reflection.of levels of service
throughout the state, a suggestive mééhahiSm employed by state HbrariesI
indicating services or resources that a library should consider in its
development, a funding and expendfture guide to public library service
évels in order to indicate what (if any) intervention the state library
should be taking, and a basis for planning programs to enhance 11brarf
sexvice in the state. The audience of the state”survexﬁare membé;s of
the\state library and the puni)é library communities. For this reason,
it wds important to weigh equally the perceived information needs of both
communities. ‘
Bath state Tibrary personnel and public library personﬁei evalyated

a draft \of a p;oposed survey instrument developed in conjuncfion with the

Handbook \and which is based upon the categories and definitions repfesented

.herein. hese data were evaluated on the‘basis of the value of the infor-
mation, the difficu]fy in obtaining the data_required, the cost of suca
data co]]ecf on, and the current aVai]aBi]ity of these data. As a result,
many of the categories a;g related defiﬁitions were modified to accommo-
date the findings of this test. ~

A review ofi the forerunner publication--Library Statistical Data

Base: Formats and\Definitions--provided by the American Library Associa-

tion Reference Statistics Committee, evidenced that categories of refer-
ence transaction originally employed might be fnappropriate to the

meaiprement of informytion services. In order to identify more clearly

\
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and to rectify eny flaws in the depiction of information services, members
of this committee (representing public, academic, and state libraries)
t'vo]untarily tested the reference component present]y incorporated into

-
* the Handbook and made recommendations for 1ts 1mprovement The duration

. \ T
~of the test was a one week period at the cqnvenience of the participating

library; from this test, several revisions and refinements to the termi-
nology, definitions, and structure of the reference component were made.
"Although the structure of information has now thus been tested for-
ma]]y within the academic library communityiand informally within the
public 1ibrary. communfty, further testing is recommended prior to imple-
mentation and adoption of the system in all settings. The school and
special ]inrary components wére not tested formally during the course of
the ﬂgngggggjdevelobment. However, the terminology and structure were
__general]& reviewed within the 1ibrary‘c0mmunity, aqe are believed te be

AN

useful in school and special library settings.

Survey ,of Library Data Collection Endeavors

As a part of the Handbook development, current data collection efforts
were surveyed. This included data.co]]ection efforts cenducted by state-
level agencies, professional assoc1at1ons, Federal aqenc1es, and other

organizations. The intent of thhs survey was to-update the Inventory of

Library Stat1st1cs Pract1ces (197?) prepared by Ferner and Company for

v the Nationa] Center for EducationMStat1st1cs Tne purposes of this update

L were to isolate common data requirements of agencies; to examine the feve]s
| . of aggregat1on appropriate to state: and Federal level 1nformation needs,

~and to determine the potential for compat1b1]1ty between these various

'1eve1§ of data collection. Idea]}y 1t ‘is hoped that the Handbook w111

serve as a framework into which these diverse data requirements can be

Do ) ’ X
" . L. N o . . . - ) .
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folded. The survey of 176 agencies and organizations indicated that the

level of data collected, the "quality" of the resu}ging information, and

"the eventual uses of thesg'data varied significantly. Collection resources,
! - .

personnel, and oxpenditures were common to the hajority of surveys. How-
ever, descriptors of these varied widely from extensively- to minima]ly-
detailed categories. Many_of the data collection efforts .are moving

towards models set by the Nationai Center for Education Statistics.

D. OUTLINE OF THE HANDBOOK
| The intended uses of this\#;ndbook are discussed in Chapter II. That
chapter outlines the roles of t&c library manager, of informatien exchange,
and of external reporting requirements in defining the types of data and
the conceptual framework presented in the Handbook. Fundamental to the
types of data discussed in the Handbook is the structure of information
described in Chapters III and IV. This stnucture frames the.categories of
information and outlines the types of measures useful in library manage-
ment. anas;goncéptualzframework presents a guide to evaluating services,
programs, and resources,-and outlines the'relationships of these to the

outcomes of the library. Chapter III further orovides‘guidance to the

types of measures (data combinations) useful in management, planning,

- policymaking, and evaluation. The classification detailed fn Chapter IV

is intended to provide substance to the structure. Chapter V outlines the

- general principles o% data collection provided by the American National

Standards Institute (ANSI) 739. Subcommittee on Library Statistics (239.7);

the problems associated with recording and reporting information, and

" alternative presentations of data about programs. - Finaiiy, the termino]ogy

employed is defined in the Glossary appearing at the end of the Hamdbook.

-’
8 >
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CHAPTER I
A Uses of the Handbook
. " . " Q
) A. THE NATURE OF HANDBOOK USE -
. . Nhi]e it is not possib]e to predict or to enumerate every use of this

Handbook, the following sections are intended as’ a guide to the reader on
:the ranges of use and the conditions which have fostered the need f0r a
" standard terminology and a consistent apgfoach to information about 1i-
braries It is necessary to dcderstand ﬁﬁe underlying reasons for the * _ 3&;
increased need on the part of many 1ndividua]s end entities‘in the 1ibrary
“and related communities for improved-information. Furtner, the following
sections also underline_the role which the 59999995]33 intended to play
in the rapidly changing climate surrounding the 1ibrary community.

! As putlined in Chapter I, the ﬂgndgggg_identifies)e'set of .informa-
tion basic to management and planning, facilitates information exchange
among iibraries, and provides a common iangudge-for external .reporting
reQUirements. These types of.information purpdses and the related data

\Iuses indicated by these purposes determine the structure and approach used

in this Handbook. (

[ §
day library management. Instead it is a first step towards the improve-
ment of access to a sbectrdm of standardized information about the library

.l Lo . vt '
}

and its environment.

T4 B. INTERNAL MANAGEMENT AND PLANNING
| Several distinct but related conditions have combined to create a
demand by 1ibrary managers for improved .information abowt the programs
.and‘reSOurces'of the iibrary. On the one hand, certain conditions~—many

\J . ) 1.
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| of which nave‘economic concerns at their root--serve to focus on efforts,
to improve manégement and decisionmaking within the individual 1ibrary.
-~ . As financia] resources become increasingly difficult to acquire and as
inflation dﬁminishesfthe\purchasing'power of those 'funds that are obtained;,
library managers are faced with difficu]t decisions regarding allocation
and utilization oi.resoorces. At the same'time, other conditions--many of
\/f : which derive'fnom changing resource allocation and oversight practices of
1id;ary funders--are Creating requirements for 1ibran§ administrators to
demonstrate both. efficiehcy in the usé\Q\\resources and organizatiomal -
g effectiveness Growin; 1im1tations on resource"gvaiiable to Hbrary
- ‘ ;funders and increased conceyns with accountability have created an environ-
x\“ ' ment 1nleTEh the ability to proV1de informatﬂktj?out the 1ibrary and its
programs to sponsoi§ is crucial to the witality and v1abi1ity of the library.
. | The nature of these demands requires improved information‘about the
apérations and resources of the library andhmOre sophisticated means of

A

K " determining the impact of decisions upon present and future library ser-

/.~ vites. These circumstances further emphasize the need for measures of
sﬁccess and eificacy of the library. In the past, assumptions about the
need for, and the valoe of, library services sufficed as justification of

: 1ibrary operations and as demonstration of Tibrary effectiveness. These
: 'assumptions are no 1onger valid foundations for funding decisions and
accountability. ' Thus, the 1ibrary manager-is confronted with increasing f
.'obligations to evidence libra?y effectiveness in meeting the needs of its
constituency and: 1ibrary success. in fu]fi]]fﬁg its mission.
C]ear]y,.demands for, and uses of, .management informatigp are depen-

: g | :
deft upon thé environment and needs of the individual library.- Each library

o has internal and external Feporting_requirements and constraints. The

Y
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16ev1tab5]1ty of the uniqueness of these organizational structures is
recognized. The iibrary manader need; to identify the data sets within
Jr{;e Hand 900 k which have sufficient links to problemsqgving needs and
f*“ &chh meet thé pragmatic goals of management to warrant data collection
' Therefore, it 1ﬂ-ant1c1pated that the data sets presented here will take
the form of a starting point--a prototype--from which?modification will
necessarily be made to accommodate the specifin needs of the 1nd1v1dua]
library. While the Handbook is not 1ntended to supp]ant existing manage—

ment information systems, the structure and termino]ogy can supplement

these systems or act as a basis in developing systems.

»

C. ‘INFORMATION EXCHANGE
Informatioﬁ exchange is fundamentally commuQication_bef;ﬁéh libraries.
Such communication fosters awareness of the activities of other libraries,
~understanding of the‘issues"and pﬁ%bléms facing libraries, and identifi-
cation of”éommonaYIties among libraries. Additionally, and as outlined
ear11er¢5access to comparative information about Tibrary operations, ‘
resources and effectiveness is crucia] to the administrator's need for
eva]uatlve data.” The performance of the library has been ident1f1ed as
relative to that of other lLibraries or to that of the library itself his-
torically. .The need for these_comparative data serves to under;core the
~value of information exchange among libraries.
L '!nformaiion exchange presupposes available mechgnismé wheféby one
11bra§y can commﬁnicate with 6th§rs. Typically, formal mechanisms of
1qformat169 exchange are sponsored by governmental agencies or by pro-
fessional societies. 'However, a serigs of informal information exchange

mechanisms is also supported by groups of libraries which have sdfficienf‘

commonalities to make communications mutually beneficial. While anything

. | 28
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SO can be compared as long as dimensions are explicit, it is important to
understand that comparison’ should be ¥oundeg upon similarities in en-

: vironment,&mission,'size, target popu]ation; and so forth. No single -
factor is advocated for determining the. classification of libraries for
purposes of comparison; this is largely left to lipraries selecting conn—

~ terparts in other settings. This strategy is suggested by the f;%t that
criteria for-comparebility di ffer depending on the types of comparison

s desired. Thus, for example, under {ertain cireemstances, the clientele
of the library nay be the most 1mporgent factor to explorej for others,
size of collection and acquieition rates are appropriate; and so forth.

" However, even within carefully-defined categories of library infor-
mation and homogeneous groupéuof 1ibraries,‘data may not be completely
comparable. For example, some parent organizaﬁions apportion overhead’
costs to operating units, ing]uding the library, and others do not. In
order to compare library data, then, it is necessary to identify and
correct for these discrepancies. The Hgnggggk_cannot eliminate nor
identify each of these possible variances in internal reporting systems;
however, it is essentia] that libraries exchanging information be aware
of any differences in the data reported by participating libraries.

As a cautionary note, many 11brar1es in the: private sector are
prevented from tota] QdiscTosure of data ‘due to regu1at1ons of the parent

y organization regarding 1nf0rmat10n The library manager shou]d be aware

of these constraints and selectively use those elements which do not

disclose proprietary or security information of the organization.

D. REPORTING REQUIREMENTS AMONG LIBRARIES

Og;rview of Reporting Requirements among Librarie$
(\\\\ The external reportinj\iequirement§_of the'iibraryhcommupity are
o .

<9
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primarily defined by the information needs and the data collection acti-
vities of three types of oga\niiations. These include: (1) state-level
informhtion needs and state agency reporting; (2) Federai—ievel informa-

tion needs and Federal agency reporting; and (3) professionai association

and accrediting agency information needs In addition to these externai ‘ -

< * e

v

reporting requirements, the 1ibrary must respond to the information demands
of its parent organization or. adm‘nistration and intermediary goVernmental
units (e g., counties, regions) and may be invoived in formai and informal
informationlexchange arrangemehts. The variety and complexity of these
organizational and intermediary governmental information needs prevent

S ; .
the identification of any single appropriate data set. Instead this Hand-

| book forwards a dgta structure that should provide a’ broad, generalized

basis from which the necessary_elements can be selected.

~In many sityations, external reporting requirements dictate the
majority of the data collected b{ the individual 1ibrary Thus, it is
important to any structure of information that the external as well as the
intern;1 data collection needs be considered. The data elements included "

in this ﬂgndbgqg_encompass the types of information useful fbr responding

to the National Center for Educatign Statistics Library General Informa-

7tion45urvey (ﬂlBGIé); state library surveys of the libraries in the 50

states; the Association of Research Libraries (ARL) survey of member

‘libraries; the American Association of Law Libraries (AALL) surveys of

law libraries; ‘the Medical Library Associetion (MLA) survey of medical
libraries; and the Special Libranies Assoéih;ion (SLA) sdrvey of its
members. To the extent possible, standards for ]ibranib§3 criteria of
accneditation agenciee, and Federal programmatic data nequirementé have

~

also been included. J

30
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It is important to isolate the data requirements that are most
necessary and ihpOrtant to meet the needs of these various levels of dgta
.collection. In order to focus attention upon these reqy}ggmen;s, the
following set of questions was addressed: ﬁor what p&fposézpare data
Yegarding*libraries.or'}fbrary service used at these tevels? What mea-
sures of 1ibra£y‘§ervices or ]ibrary.resources are approgri&te to meet
. these bgnpoées?"To'what extent and in what manner are fbese information.
needs presently met? ' | |

Several purposes of such data inmmdiafely surface:

/// | o determination of fhe-"hea]th" of 1erary service in the U.S.,
o Federal and state legislation,

¢ Federal and state funding and resource allocation,

) dfi]ization of library services and unmet information needs of
the population, .

o library support necessary for communities and educational insti-
tutions, ' ' ,

) p]anniﬁa for future information needs of the population,

M‘l.-ﬂ-\
e planning for resource sharing and networking,

. «
e performance measurement of library service at present levels of
funding,

e planning for improvement and directﬁons of [ibrary service,

o policy development, and

-

e promotion.

p)

State-Level Reporting Issues

State-level information needs and repprtind issues vary with each
state. The degree to which data are collected by state libraries, higher
education commissions, or state boards of education is dependent upon

organizatiénal mandates, intended data uses, and the degree to which these

31
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agencies monitor the activities of the library. Generally, these data are
used for state planning, state funding, and state legislation. Such ef-

forts may also serve as communications mecﬁanisms between state and local

levels and as comparative informnfion squrces for.the Tibrary community.

While state information needs are necessarily disparate, there is signifi-

" cant evidence that certain core data requirements are.common to‘most states.

Basie to these requirements are concerns with the type of'constituencies

I3

sgrved, the resources available and utili:ed, the level of service and

. demand for these services, collection assets, personnel -resources, and the

identification of problem areas in the library community. At best it is

hoped that the Handbook will guide states to collect similarly-defined
data based on these identified information needs. In so doing, this a
strategy will provide individual states with a basis for comparison with
other states and will prov!de individual libraries with mechanisms for
comparison across states.

Although many state library agencies collect information from academic
and special libraries within the.state, the major data collection efforts
are focused on public libraries. In addition to data for comparative pur-
poses, these surveys provide: | |

e information on the need, eligibility, and use of state funds
and/or Federal monies administered or distributed by the state;

e information supportive of state plans for extension or improve-
ment of library services, including networking and resource

sharing;

o information on the effect of state or Federal legislation on the
public libraries or potentjal effects of proposed legislation;

e information on the degree of compliance to state and Federal
legislation such as affirmative action or services and facilities
for the blind or physically handicapped; and .

o location and availability of librarians, libraries, and library
services within the state.

32
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“Exﬁmples of types of data useful at Ehe state level are staffing and
- costing information at libraries, branches, and other seryice outlets
(including mobile units); income ahﬁlexpenditures per capita; allocation
of funds acro;s budget categories; cuf}ent population and projectgd popu-
lation for areaé served by public 1ibr§ries; measﬁres of the avai1ability
and agcessibi]ity of library services; utilization of Sbecific se;vices
"such as 1nterligrary loan; and t;é role or effectivgnegs 6( established

regional libraries vis-a-vis the state library and the local libraries.

" National Level Reporting Issues

~—

thdamental to the need for data at all levels is the obligation of
library leaders and library administrators to make we]i—informed manage-
ment decisions. This is criiica] at national levels, where the effects
of decisionmaking have widespread implications for the library community.
Increasing emphasis at hationa]_levels, as wighin the 1ibrafy community
itself, is being placed upon outcomes (impact), effectiveneés, efficiency,
and use of library sefvices. Basic questions of impact are: Who are the-
target groups of library service? Who benefits from library. services?
How well do such services meet thelintended goals and the needs of the
audience? What measurable progress has been hade in the provision of
library services? To what extent and to what outcome have Federal funding
and legislation supported these services? What problem or deficit areas
requjre’Fedekal attention and/or support? Simply stated, organizations
atithe:hét1ona1'leve1, most particularly Federal agencies, require: (1)
planning data; (2) Jjustification and accountability data;.(3) outcome “and
user data; and (4) program management data.

Planning, justification, and outcome data are overlapping. These

data Support fﬁe government's leadership role fn tQ? 1ibrary community,

. ERIC 3
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promotion of existing and new programs of library service, continued and

new funding, needs assessment, an& historical comparison. . Such data can

be summarized in the following questions: What impact will new proérams

and new technologies have upon library development?' What impact have
current Federal and other national progréﬁs‘had upon library development
(e.g., increase in library use, ‘numbers P"d types of new library users,
increased efficiency and effectiveness in the delivery of 1ibrary services)?
What are the deficiencies in current library services (e.g., the dif%er—
ences between existing services and standards for library se;vices)?

In the Federal government's support of innovation, data requirements
relate to networking cooperation, encouragement of minority groups into
the library professioq, and the identffiéation and sup&grt of new roles
for the library (e.g., continuing education, outreach programs). Equaily
important to this“role is the identification of needs and an assessment
of the current role of libraries and librarianship, which serve to isolate
the inadequaciés of existing library services within the countr}r This
concept of'substan&ard service has been derived from the historical empha-
sis upon the unservedf/ﬂﬁ;E?T’?Etently, the unserved were associated with
rural populations in which library service was limited. However, the
concept has been expanded to include the undérserved and those persons
‘who do not, or can not, avail themselves of existing services, such as.
the urban poor or the institufionaliied. Thus, this expanded concept
requ%%e; consideration of tge levels of serQice, Heve]s of use, prediction
of demand for library service, meeting the information needs of the public
in nontraditional manners, and enhancing the library's triditiona] role as

an infqrmation provider.
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Justification and‘accountabilitykddta support Federal funding and
legislative efforts directed at the library community. These data are -
often intimately tied to the outcome and impact data discussed earlier.
Fundamental data requireménts for national and Federal justification and
accountability are: (1) identification of the manner in which Federal
monies for libraries are deplqyed,l(Z) igentification of target groups
(i.e., intended beneficiaries) of Federal programs, (3) the identification
of actual beneficiaries, (4) the degree to which goals and objectives of
the programs have Been met,‘and (5) the anticipated and actual outcomes
of the program. Although it is relatively easy to trace Federal funding
to the library_recipient and to preestablish the nature of thgrtarget
group,hreméining peasures of outcome are largely undefined. Part of the
problem rests in the™ack of concfete measures of oufcomes and the lack
of criteria by which Federal or national programs can he evaluated 6n a
continuous bgsis. However, a crucial problem is the iack of standardized
reporting about these programs or their influence at local and state
levels.

Increasingly, embhasis on such nationwide issues as copyright, net-
%orking, nationwide‘seryices provided. by national libraries qqd Q¥A§e£vigew"1,

AT 'Qt1litfe§,‘dnthédéfé1 fundinglérograﬁg have lédito a new_set d*bdata i
concerns and needs at'the'national levels. Decision points associated

with these developments include: cost-sharing among differing governmental
evels and fhe public and private sectors (for example, whd should pay and
how'much for intersfate interlibrary loans);,exfénsion of daté base\access-

- w? | through organiiatiohs, national libraries, and\vendors; formulae for re-

saurce-sharing and last copy depositories; the effectiveness of Federal
a'”ﬁnte;ventioh-(nétionwide and regionally) aNd‘the-influence of Federal fund-

ing upon the individual library; and standards development.
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The isolation of data which are supportive of these varied needs at
national levels is difficult. Key elements which meet these issues in-
clude: demographic and user data.lstaffing deszriptors.gnd ]évels, collec-
tfonrsize and use, funding sources and levels, resource allocation and
utilization, impact of library activity, staﬁdards conformance, facility

levels and conditions, and extent of network or cooperative panpicipation.

E. IMPLEMENTATION OF THE HANDBOOK |

Fundamental to the usefulness of thiSEHandbooK 1s‘the eventual im-
plementatiBn of tﬁe recommended structure and terminology within the
library community. Several steps towards‘implementation are required:
awareness, evaluation, tailoring the productgto meet @hé-needs of partic-
ular audiences, and adoption and continued use. The diéparate needs of
the wide audiences of the Handbook preclude wholesale adoption of the
Handbook by an individual member of the aud1encé. Instead, the thdbook
must be evaluated in the settings in which introduction is intended; from
this evaluation certain/refinements to meet the needs of the environment
are necessary. Furtﬁer, implementatioﬁ of the ﬂandbbok requires planned
change (innovation) in the concepts, assumptions, and data products pres-
ently existing in the library community. Such changé is best introduced
in combination with a tempered plan that avoids disruption in current
opefations, respects the integrity of existing data systems, and diminishes
the risks associated with change.- Ideally, implementation should be
initiated by groups of libraries or organizations representing such groups.
This serves a two-fold purpose: (1) the reduction of costly duplication
of implementation in individual libraries; and (2) the provisidn of a

forum for information exchange among libraries. In reality, however,

“

4
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1mp1ementat10n will most 11kely result from data collection endeavors by
agencies and organii&f?ons at stat:‘and national levels.
Several concerns associated with implementation of the Hundbook

within the_indivﬁdua] library need to be addressed. Congtraints which

the library manager needs to assess ipclude the externa} reporting require-)
. ments placed upon him by the parent 1ns}1tut10n, and by state, Federal,

and national data co]]ection.armsf"the local data requ;renents for planning,
. resource allocation, collection development criteria, facilities, and ex-

pected changes in the environment (e.g., changes 1n‘the‘target population);

accountability issues; and data collection burden. The latter concern is-

of substantial importance to the library manager. Analysis of such con-

straints as financial investment in data systems, pe;s9nnel considerations

in data collection, and the requisite refinements to the Handbook has to

be fdentified.
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Doto Uses

'A.  STRUCTURE OF INFORMATION - )

* An analysis of the data needs of Tibrary managers for both internal
management uses and éxternal communications has led to the conclusion.that
data about libraries must encoupassithree distinctltypes.' These data
describe: the environment of the 1iprary (i.e., the setting, relation-;

ships, internal structure and target groups of the library) .the~resources

> of the library (i.e., what a. 1ibrary has). and the programs of the library

(i.e., what a 1ibrary does)

The first series of data-?environment of the 1ibrary--describes the
setting in which the library resides (e.g., parent organization, community;
and so forth), the relatiouships maintained by the library (e.g.,'to the
parent organization, to the constituency, to other libraries, to funders,;
and so forth), and the characteristics of the intended beneficiaries or
users of the library (i.e., the target group which the 1ibrary‘is intended
to serve).. | | | |

The second type of data describes the broad resources of the library.
These resources serve to define what a library has. The collection is the
most- obvious of these resources The.relative importance of the collec-
tion is apparent in the widespread reporting and use of data about acqui-
sitions, collection size, and collection value. While collection meaSU:es
are of significant concern, other kinds of resources are aiso.crucial in
fdescribing the overaii library and its’ servicegﬁ These otherlresource
categories are financial, personne], and facility measures. These re-
sources combine to suggest the capability of the library to carry out its

,
programs.

. é;é?
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The third major type of data useful to the library manager describes

what a library does (i.e.,'the programmatic activities or functions of

tﬁe library). This type of Hata identifies the strategies or activities

carried out by the library in order to accomplish desired outcomes or

results. Descriptors of these programs provide information about the
purposes or objectives of each program, the resources required or eipended
to carry out these activities, the methods or levels of activitieslcon—
ducted as part of each program, the beneficiaries of these programs (i.e.,
users) and the out;omes or results rea11zed by these programs.

Figure 1 summarizes this 1nformation structure as employed in the
ﬁgggogok The fiqure underljnes the relationships among these types of

data. Chapter IV details the structure more fully and discusses each of

the components individually.

B. INFORMATION EXCHANGE AND MANAGEMENT

As indicated in Chapter II, informqtion exchange is crucial to man-
agement decisionmaking. Present data-g:thering by Tibraries andilibrary—
related organi;ations stresses the level of resources available to li-
braries. These are the resources end related data. .indicated 1nhFigUre.lw
However this,Handbooﬂ”ﬁs de:;gned to emphasize also the increasingly
recognized importance of the use of financial, personnel, and facility
resource utilization in the programs of the library. This stiztture ;
outlined in the preceding chapter allows the manager or group of man-
agers to 11nk various components together in order to assist in the

)
evaluagsOn of Tibrary operations. It is difficult to discuss these types

.bf data use in the abstract. For the most part these data uses may be

segregated according to purpose--communications (information 63 relay to

another) and internal management and planning. While data necessary - for

3 .
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Figure 1
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communications is more easily isolated by determining the reportiqi.

»ré irements placed upon the individual Tibrary by Tocal, state and

. na 1onal sources, the latt‘r——data-ﬂn&internal managepent and planning--

.
-

. ‘,-If t'_ :'Ts unique to the types of decisions and perspective of' theilibrary v ‘ ".t
b ; administrator- Thus, data combinat on _necessary for decisionmaking are"
impossible to enumerate Acknowledging the imbracticality of isolating
. precise data uses dnd data combinations for these settings, it is worth— \
while to isolate a number 6f general types oI measures commonly used in
evalua’tion Analyses of efficiency and -efﬂ{etivenes? for example, are

possible using combinations of the various measlu& represented'in the \’() "
Sstructure. T b S

. P Ve 4

For example at the beginning of each planningfperiod the library g

. manager allocates available resources across programmatic functions im
order to produce certain activities, and genera‘& specific outcomes
OStenSibly, these resources can be’ considered the capacitysof'the library .
for activities and eutcomes. At the end of the planning period the

library manager may evaluate the actual res<its of these Pecisio_ against .

the anticipated results Figure 2 represents one way of lookin . t'this-

evaluation process. Tracing resources into activities and out‘bmqs pro-
viigg“measures of "resource-efficiency,","resource effectiveness," and

"activity effectiveness" either on the basis of planned results or actual

L
« results' 0n the other hand, mapping planned réBources and planned acti—
PRI
. 1Y
v vities against actuaﬂ resources and activities provides measures of

| performance Finally, the evaluation of outcomes (planned versus rea-
N ) . "

;'\ ltzed) offers*a me::z;e of goal achievement . "

]_»3‘ ,,- - ~The questton nterpretation of these measures is not trivial

L The reader- is™gutioned to reflect upon the implications 'of resource ~
;;’:4.\94‘ \ ) 'p \

. o .
" . 4 .
. .
g i ' “ "
. | B . -
.
/“ L .
e . Lo ) C ' . . .
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efficiency. Efficiency does not measure the quality of library services,
‘nor does it necessarily reflect upon perfqrmance. In recent years the
concentration upon efficiency has#led to a concomitant underemphasisﬁﬁn
performancé, effectiveness, and outcomes of the library. The library
manager should place measures of efficiency in perspective, understanding
the important distfnctions among outcomes, effectiveness, and efficiency.

In addition to_the applicatjons and uses associated with efficiency
and“effectivéﬁess, there are several others that gou]d be made. Th;
data.contained in the system of 1nf6rmaf¢bn can be used in 1ndepend8£t
"bits and pieces" that describe the library's activities. In many spe-
cific ways it also supports the individual reporting requirements of the
library to local, state, and national levels. Although other concrete
uses have yet to bgggetailed, there is deliberately a signi#ficant amount
of f]exibi]itytwithin the data base to accommodate the 1ndi§1dual needs
of the TTﬁ?’ﬁﬁ‘managQr

Finally, there are several summary points regarding the use of data
for management and planning which need to be made. , This management jn-
formation system contains a limited set of data elements. It is impossib]e
and 1mpract1ca1 to include all the data a .manager could need for a variety
of purposes. The manager can bpest meet these additional needs -through

the use of special studies, which §upp1ement and build upon the defini-

tions and categories of the Handbook. ” ‘ ) g

C. STATE-LEVEL AND NATfONAL-LEVEL ISSUES |
As underlined earlier, both state and national data collection
endeavors serve dual purposes. Thé primary purpose of these efforts_is
' tofmeet the information ﬁeeds of these various leyels. Secondarily, these

data collection activities meet the information exchange and comparison
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needs“ﬁf the library’community. This secondary purpose underscores the
L}gehcy for the use of common categoriés of information and terminology
across states and on national levels. Such compatibility allows libraries
to compare themselves with similar fibraries in othef Qeographic regions

and enhances comparisons among regions and states. Moreover, the use of
simi]ar]y:defined and mutually egelusive data categories at theée']eve]E\/’“\
will ensure the accuracy of additive data (e.g., total library resources,
total resource utilization). . - T ‘

Keeping .in mind the reparting issues raised and the structure of |

.information outlined in earlier sections, the following types of infor-

mation were identified by members of the library community as appropriate

to Federal and state surveys. The information needs of county and other

A

- “intermediate agencies and organizations should also be acknow]edged.

Genera]ly, such information needs are a subset of internal management

information needs and more detailed than those of state and Federa] sources

-Due to the variances in these needs among regions, no attempt has been

made here to identify each 1nformation_requirement; However, the sets

of information identified as useful to the library manager and to state | )

and Federal administrators should provide a sufficient'basis fof Hdentia“"‘w' |

fying the needs of these intermediate governméntal and Other 1evels;" |
At the state and national levels, information about personnel’

collection, facility resources, and resource utilization is related to

“several current i$sues facing libraries: network‘lhwand resource sharing,

resource and service adequacy, enhancement of resources, ‘“and legal re-

quirements (e.g., copyright gjfirmative action, ana SO forth)

Examining collection resources, the state or Federal planner needs

to know: the amounts of collection resources available tocally, within
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~generally not of significance at state and Federal levels. However,
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the. state, and within the nation; the relationships between local collec-

tion resources and resources available elsewhere' the distribution of

4

these collection resources across geographical areas; the "va]ue“ of
these resources locally, statewide. and natipnally; and the 1ife expec-
tancy (currency of intgrest) of these collection resources. Such infor-
mation needs to be éo]]ectéﬁ;Ln;formly by state and Federal orgai{;ations.
Issues of planning for collection resources (é.g., shelf space and
floor space utilized); dup]iéation of titles within a collection not
traceable to the utility of the collection; or condition of the collec-

tion (e.g., binding requirements, replacement, and weeding rates) are

-

3 ]

such information does provide compaﬁative data for libraries. A major
concern at the state level is that current collection measures do not

sufficiently map into a measure of effectiveness or adequacy of these

§ ~
resources. Nor are vé*ume or title counts adequate measures of collection

resources for network planning without some related factor of unique titles
and collection overlap among groups'6f libraries. For this reason, some
cons}!ération is given here to the desirability of data on topical areasl
covered by collections within state-level information bases . ¥

-1 . s

Information on financial resources and utilization that isireQuired

| _at the Federa] and state levels includes source of income‘(who pays?);

levels of funding (how much?); and the effectiveness of funding lévels
and funding allocations. While-the first two categories are straight-
forward, the third is problematic. Tﬁe effectiveness of funding is

measured by the a11ocationyof funds (what uses) and the outcomes (results)

‘of this funding. At the national level, allocatton is based on the funds

deployed for @hé following! collection resources; capital or buildings;

45
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salaries; binding and‘rebin ing; and other categories. While this
information is ugeful, prog/am expenditures (what services cost and who
pays) are not included. Vﬁis information would be valuable to the
evaluation of Federal and state fending program¢.

Persannel resources and utiliZation are increasingly of concern to
Federal and state agencies. Affirmative action, shrinking labor markets,
and controversy over professionalism within the library community have
fostered this growing emphasis. Data on racial/ethnic status, educa-
tional background, salary ranges, and sex of personnel pypically‘meet
these information needs. To employ these data as measures of adequacy
may be misleading, however. Historically, headcount and full-time eqd1va-
lencies have been employed as proxy measures of adequacy in personnel
resources . Unfortunately, allocation of these human resources and the
effectiveness of tﬁ}t allocation have been overlooked. Further, staffing
levels necessary to ‘conduct activities (i e., reference transactions,
circulation transactions, etc.) are virtually ignored at both Federal
and state levels. This gap is increased by the growing realization that
the effectiveness of the library is as much a function of the adequacy
of the personnel as it is the adequacy of the collection. For this
reason, it 1s hypothesized that personnel surveys (on a less than annual
basis) may be required to determine staffing adequacy and to compare"
allocation of personnel among‘libraries.

Information collected at Federel and state Jevels on facility re-
sources and utilization is most often limited Yo assignable space devoted
to the library, seating capacity, shelving space;ﬁand the number of ser-

vice outlets maintained by the library. In addition, information about

the allocation of facilities, condition of the building, and adequacy of

4o
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facilities 1s crucial to such Federal and state issues as the allocation

of building funds, standards development, and the planning ngcessary at

J
" Y

these 1evelsa" N

Activity measures at the national level are unevenly distributed

across the programs of the library. Such measures include: circulation,
reference and directional transactions, group transactions, service hours,
1ntek]1brary loan, and photocopying. In state-level information bases,
the ampunt of detail devoted to activity measurement varies significantly.
While at both Federal and state levels these measures combine to provide

a picture of the types and levels of services provided to users, the
variance in detail betweén activities and resources devoted to conducting
these activities provides at best a sketchy picture of the library.

User measures (Y.e., who uses the library and for what purposes) are

important to all levels of decisionmaking. Efforts by the U.S. National
Center for Education Statistics are currently underway to survey public
library users. This surQey may provide a model for further user studies
by Federal and state levels. The crucial importance of user measures
lies in part upon the need to assess the 1mpaét of libraries upon the
communities which they serve. At the local level, this information
provides a basis for determining actions in extending or enhancing its
serv;ces. At the state level, data on registered borrowers prbvides a
proxy meASure of users and may be weighed'against the target groups which
the library is intended to ;erve. At national levels, such data-are
equally important when trying to trace the impact of such funding pro-

grams as the Library Services and Construction Act (LSCA), which are

intended to extend library services to the under- or unserved.

4

4y
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Finally, performance measurement, a recent1y.deve10ped area_of
1ibrary data, ‘is ideally suited to meet-tne needs of state- and Federal-
level decisionmakers. Isolation ana examination of factors that influence
performance--e.g., resources, alloeation of these resources, activity,
environment, etc.--would provide decisionmakers with a tool to ensure
that state and FederaI support would enhance performance At this time,

however, performance measurement 1s still evolving, and it 13 poseible

only to define some basic categories of information. Additions and re-"

finements await fnrtner progress in the field.



CHAPTER IV

Structure and Cl'anl-ﬂcatlon of Information

A. INTRODUCTION

Overview of the Structure

As outlined in Chapter III, the structure of information used in
thisyﬂandbook is founded on three .categories of information about the

1ibrary--the environment, the resources, and the programs of the library.

. these three areas of information are unique yet interdependent. The

environment of)the 1ibrary includes governance of the 1ibrary, the in-
ternal strucfﬁie of the library, the relationships of the 1ibrary, and
fhe population which the libraky is intended to serve (i.e., the target
g}oups of the library). Thus, the environment characterizes the types
of services.provided by the 11br8ry and the resource and utilization of
the library. The resources of the 1ibrary--the collection, personnel,
fiscal assets, and facilities--determine the 1evgls of support available
to the programs of the library, and in combinat;;n‘with the envi;onment,
may.ggtermine the allocation of’tﬁese resources to programs. Finally,

the.programs of the library are those sets of act1v1t1es'conducted by

the 11brgry-W1th the wse of 1t§:re§odrcés to meet specific objectives.

- These three data sets combine to describe what a library is and what a

1 ¥

1ibrary does.’

Classification Emplqyed 1n'the Handbook and Structure

- underlines the structure presented in Chapter III and herein.

The classification structure employed in this Handbook is intended
to provide a schematic approach to the data-.elements identified and

~._/

defined in this Handbook. For the most part, the classification structure

-
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Terms aBout library resources and environment have been classified
at four levels as follows:
0. Type of library
0.0 Management data cafegory for environment ana'resources
0.0.0 Section, major headings
0.0.00 Subsection, minor he&&ings
Detail beyond minor headings are left unnumbered; data at this level of

refinement are most appropriate to internal information systems and coding

' is left to“local option.

Program data are more complex Que to the natyre of the structure
involved and require three additional levels of classification. These
are: -

0. Tf&e'of library

0.0 Management program data category

0.0.0 Program, level I

0.0.00 Program, level 11

0.0.00.0 Type of measure

/0.0.00.00 Section, major heading

10.0.00.00.000 Section, minor heading '
Decjmals are used to distinguish categories and subcatéQOries of infor-
mation.

Since type of library is among the most signi?ﬂcant factors in ifor-
mation exchange and comparison, the primary code in this classification
represents library type. The following list enumerates the types of
libraries spearately identified in this Handbook:

1. Academic libraries

. -
2. Public libraries ; Ju
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3. School libraries/media centers

- 4. Special libraries serving institutions of postsecondary
education :

5. Special libraries in the private sector

6. Special libraries maintained by and serving Federal, state,
and local government agencies

7. Independent special libraries

8. Other special libraries éﬁb

~ sk
Certain terms employed in this Handbook--e.g., library governance, user

groups, and structure--are type specific and will vary with each type of
library identified above. In these instances, the classification will

include the appropriate number correspondent with the above 1ist. However,

‘most descriptors, suj’n as collection and personnel, are Mn to all

<

libraries. In thesg cases, the code designating type of 1i5rary has been
replaced with the generic qode, "t." This code should be replaced by the
appropriate digit for the reporting library as thé need arises.

The three major categories o% information--environment, resources,
andzprograms--have been further divided intb seven major classes of data
for the purposes of the classification structure, These are: (1) environ-
ment (excluding target groups); (2) target groups; (3) collection resources;
(4) financial resources; (5) personnel resources; (6) facilities resources;

and (7) program data.

B.. INFORMATION ABOUT THE ENVIRONMENT OF THE LIBRARY

The first major subset of the structure of information serves to
describe the environment of the library. Tﬁere are a number' of descriptors
ébout the 1ibéary as a whole that are requisite to management information
and to reporting néeas; however, these data are nét a part of program data

‘

or resource data. Management questions that focus upon the components of

i

I Yan
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. Aen ‘ :
. @ What are the factors about the institution, agency, or community
in which the libraty resides, that affect the resources or
programs of the 1ibrary? :

X , e What relationships does the library maintain with funders,

.\ ‘ constituencies, or other libraries and organizations which

o affect the resources or programs -of the library?

’ \ o e What are the factors about the internal organization of the
v 1ibrary that affect the resources or programs of the 1ibrary?

w e What are the characteristics of thé population for whigh the

\ library is intended to serve which affect the resources, programs,
T , or their use? .

: Environmental data, then, may be characterized as the external setting
and relationships of the library, the 1nterna1'organizatign of Ehe libracy,
and the target group for which library services are intended.

The exﬁerna] setting of the library can be highlighted by Qenera]
descriptors of-the community in which the library resides; for exaﬁp]e,
urban, industrial, academic, and so forth. Secondly, the relationships
: ; . which impact régources, dccess to resources, or use of resources by, or
belonging to, the library is a part of this external setting. Such re-
lationships include the relatidnship of the library with its parent
i organi%ation or extra-]ibrafy.gerrnéhté structure, with 6tﬁer'6rgan1i3Q

tions (such as netwqus, other libraries, other agencies), with other

adﬁinistrative units of the parent organizqtion, and with its funaers.
Re]evant_internal fact%rs of the library include the reporting

. structure, the service points and outlets of the 11brary,'and special

\ featureé about thg library's internal structure which influence eineE

services or resource accessibility and availability.

P0pu1at10n’charactekistiés which are of utmost concern to the 11br;fy{
admihistrator éré;thbse determinants which affect either thg use of the

. _ | g
» 1ibrary or the nature of the services and resources provided by the

library. These variables differ wifh types of libraries. Within academic

(‘ Q . »
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1ibrarigs, for instance, pertinent population factors include enrollnmﬁts,
eduéationa] levels of students, cdursg offerings, credit hours taught in
various disciplines, and‘dtngral progr&ms or areas of current reseé;rch-p
concentration. Similarly, population characteristics affecting‘school
libraries or media centers might {nc{bde enrollments, age, and educational
levels of pupils, and educational approaches employed. Factors for‘public
library populations,.on the other hand, are more diverse: educational
levels, occupational c]assificat*ons, ethnic'make;yp, income levels; "apd

unemployment rates. Any or all of these descriptors can provide a basis

upon which to bompare actual users with the target population.

Classification of Terms about the Environment of the L{brany

N
Due to the scope of the data relating to the environment of the
A '
library, these data have‘Leen separated fnto two parts for presentation

data describing tyé external setting and relationships of the library,
and the 1nterna1‘6rganization of the library. Terms about the target
group or population which the library is intended to serve appear in the
following subséction of this tﬁapter. h '
rEnvironmental data serve to describe the type of library--i.e.,
academic, public, school, or special. That is, type of library is defined
by the sponsor or parent organization of the library, mission of thg\library,
| and the popblation which the library is intended to‘SerVé,(i.e., th; tar-
get group). These designations further provide genéraﬂ-ia;d?mgxion about
thg library, tﬁe community in which it resides, possible peers, aﬁd insight
into the atm9sphere §urrounding the library. ’-
In addition to the type, iibrar1es differ in their rejationship§’
| with the outside world.:fln many senses, these reiationships place the‘

R
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. 7 e
library in context of its external setting. These relatkonships Aeces—
sarily include the relationship of the library to its sponsors, to its
target group, and to other libraries and agencies. In genekai, these h
relationships influence the,re;odrces and programs of the 1ibréry and
affect the utilization of these resources and programs. These uniqué
elements in the environment and the necessary type;specific data underline
the impértance and problems associated with the classification of environ-
mental data. | |

As a general rule, the primafy digit of the‘codes for environmental
data designates the type of 1ibrary.l The management informapion category
(des%gnated by the second digit of the'E]assification tode) of the external °
setting;and interna]‘organization is designated by the number 1. Type
specific terms, Mch as the governance of the library, will appear as:

1.1 Academic library environment terms
Terms which are not type spepific are designated as:

t.1 Library environmental- data * S
Two additional digits are used in the coding of the library enQironment:

one for major headings and the second for subsections or minor headings.

The general code for library environmenta]ldata isi t.1.00.

|
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CODE TERMS ABOUT THE ENVIRONMENT OF THE LIBHRRY Page No. &f Definition
TYFE OF LYBRARF : ' - ’
1.0 ACADENIC LIBRARY 157
Academic. Hbrary in a majqr doctoral-'grantiyg 1nstitution . 167
Academic library in a cormrehcnsivc ‘collede « - 187
Academic 1fbrary in\a goneral baccalaureatc college 158
Academic Hbrary in a spncialiud or professional institution f,'_ “ 158
. Acwemic 1ibrary in a two—year_cpncge ) 158
Academic library in a‘multi-program occupational/voca;‘lonal-‘ i \
school " . : e ol 158
I~Academ1{: library in a single program occupational/vocational :
school i ' . . 158
Academic library in arother institution of postsecondary ) .
.educatfon . ; 3 - o 158 -
2.0 PUBLIC LIBRARY ) &\ 284
’ - . ' 3 K
Public library:in &p urban commurity h 244
~ with a population pf less than 10,000 244
* with a population of 19,000 to 24,999 244
“with a population of 25,000 to 49,999 244
with 2 population of 50,000 to 99,939 I 4 244
4 wi%ﬁ a population of-f!giggo to 249,999 . : 244
. " with.a population of 250%00 to 499,999’ 244
with atpopulation of 500,000 to 999,999 \ 245 .
with a population of 1,000,000 or more . T s
Public librari{}l a rural community = 245
Public Vibrafy in a ruralifarm community 245
N e Public 1ibrary in a rurq,)-anonfarm conmunity 245
3.0 SCHOOL LIERARY,MEDIA CENTER 256
School Hbrary/media denter in an elementarl scﬂoo] - { 254
School 1ibrary/media center in a onk-teacher sghool - - - 254
) Séhool 1ibrary/media” center in a middle school 254
School Hbrary/medi‘a center in another eTama"‘ntarl school - 253
* School Hbrary/nﬁdia tenter in 2 secondav:_y "school 254
School 1ibrary/media center fn a junior high sthool 254
School 1ibrary/media- center in 3 seniog high schbol s 254
- "School Hbrary/media center in'a juoior senior Mgh school 255
_Scheol library/media center in a vocational technical" )
~ school - - o oo 255
- .,"
- . \“ . . N {f - ¥
‘g ' \ . .
. ! i 5 ‘?‘ Iy y-]
N . ? . ‘) r
B - o b > ! \
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CODE ' TERMS ABOUT THE ENVIRONMENT OF THE LIBRARY ’ Page No. of Definition
. . : : i
TYPE OF [iBRARY (continued)
o - 3.0 ¢ SCHOO[('LIBRARY/NEDIA CENTER (continued)
. School 11brary/media center in another school 2558
: School 1ibrary/media center in a combined elementary-
: _ secondary school ‘ . . 255
. _ School library/media center in a special education school .
' for _the handicapped 255
School 1ibrary/media center in another school ' 255
. ‘. 4.0 SPECIAL LIBRARY SERVING AN INSTITUTION OF POSTSKUCONDARY f ¢
¢ ) EDUCATION 263
. 5.0 SPECTAL [,'IBRARY IN THE PRIVATE SECTOR . 263
* Special library in a trade or professional hrganzation , 263
Special library in a commercial or industrial organization . 263
- Special library in a businéss or service organization 263
Special library in a partnership : 7 263 £
Other special 1ibrary in the private sector i ' 263
6.0 SPECTAL LIBRARY MAINTAINED BY AND SERVING A GOVERNAENT AGENCY 263
‘National library y -n\‘.fw 263
' “ special library maintained by and serving a federal agency |
(other than a national library) - ' 264
/ Special library maintained by-and serving a state government ’
agency h ' ? . 264
. Special library maintained by and serving a local government
agency : ' 264
Other special library maintained by and serving a government .
. agency . 264
- f7.0 IYDEPEYDENT PECIAL LIBRARY '- ‘ 264
8.0 JTHER JPECIAL LiBRARY Y : : 264

IS . -

{92
e d
=
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CODE . TERMS ABOUY THE ENVIRONMENT OF THE LIBRARY

Page No. of Dafinition

¢.1.10  LIBRARY IDENTIFIKRS

R R Corporate name of parent orgin!ﬂ'tion or sponsor |

12 Organization code,
‘ »
o - .13, Amarican National Standards Institute (ANSI) Standard Library
» 1dentification Number (SLIN) S

. v
.14 Location ..

. ‘%
“ ' . Address ¥\ .
U.S. congressional district
o a State legislative district -
& Standard Metropolitan Statistical Area (SMSA)
County '
b . !
£.1.20 ZEGAL JONTRUL
.,"
- .21 Public

federal control
_State or tarritorial control
- A © School district control
Regional control
.County or borough cohtrol
. ' Municipality (including township and city) control
Other public control

.22 Private

Private for-profit

Independent ; nonprofit )

Private, affiliated with a religious group . ®
/’i?btpor private control

.29  Other legal control

4

214
214

214

214
214
2V4
214
215

215
215

213

213

213
213
213
213
213

- 213

213

213
213

a3
FIK

213

213



.
¥

-H2-

TERMS ABOUT THE ENVIRONMENT OF THE LIBRARY

_CODE Page No. of Definition
£.1.30  REPORTING-UNIT STRUCTURE ' \
1.1.30 - ACADEMIC REPORTING-UNIT STRUCTURE 159
- ’ /
) Single-campus institution 159
I‘..
.32 Parent institution/main campus T Y
e
ki 8ranch capdus 159 i§
.34 Campus in a muliti-campus system 159
.35 Central office o 159
.36 Joint Jibrary 159
2.1.30  PUBLIC LIBRARY REPORTING-UNIT STRUCTURE Y, . 245
) Library board 245
.32 éoard or council (°:9" city counc{l) which controls the
legal entity of which the library is a part * 245
. . v K.
RKK] Official director (e.g., city manager) of the legal entity
“of which the library is a part . ) 245
.34 Divisional chief (e.g., comnissioner of éducation) of which
. the library is a part 245
.35 State library agency ] 245
.36 Federal agency . 245
. 'a,
.39 246

‘Other reporting-unit Structure

S
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CODE TERMS_ABOUT THE ENVIRONMENS OF THE LIBRARY | Page No. of Definition
REPORTING-UNIT STRUCTURE (cbntinued)

t.l.QO,

3.1.30°  SCHOOL REPORTING-UNIT STRUCTURE -

3

.32

.33

.34

.35

.36

.39

4.1,

30

.31

.32

.39

5.1

.30

.31

.32

.33

.34

State department of education'

Other state education agency

* Intermediate administrative unit

Local public school system
Segment of local public school
[/

Nonpublic school system

Other reporting-unit structure

SPECIAL LIBRARY SERVING AN INSTITUTION OF POSTSECONDARY
EDUCATION REPORTING-UNIT STRUCTURE i B

system

,

institution

A library administered by the school, college, or depart-
ment of which the reporting !fbrary ts a part

v

Other reporting-unit structure

SPEIAL LIBRARY IN THE PRIVATE SECTOR REPORTING-UNIT g&RUCTURE

Single site organization
Main (home) offices

Branch office

Division of the main (home) offices 1,

L

A library administered by the central-library of the parent

929

F

257

257

257

257

257

257

257

257

264

264

264

264

265

265

265

265

265
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Page No. of Dafinition

CODE TERMS ABOUT THE ENVIRONMENT OF THE LIBRARY
£.1.30 REPORTING-UNIT STRUCTURE (continued) )
5.1.30 SPECIAL LIBRARY IN THE PRIVATE SECTOR REPQRTING-UNIT STRUCTURE
(cdntinuod) . :
.38 Joint library 266
.39 Other reporting-unit structure | 266
+.1.40  SERVICE AVAILABILITY 260
2.1.4 Public library primary service area 245%
Area in square miles 245
Population . 245
-.1.42 . Service outlet (number of, hours open) v 260
Central library 261
B8ranch 1tbrary 26)
Afftliated library ¥ - 261
Bookmobile/mediamobile h 261
Other service outlet T\\\\\ 261
t.1.43 Service points {numbér of, hdurs availablé) 261
' Within central 1ibrary ) 261
Within branch 1ibrary ) 261
Bookmobile/mediamobile stop ! 261
Within other service outlet 261
+.1.50 RELATIONSHIPS
.61 Relationships to learning resource center (academic and
school libraries) & s ‘ 212
Not applicable (there is no learning resource center) - 2i2
Part of the library . ~ ’ 212
Adpinistratively equal to the library and under a common
administrator , . ' 22
Library is part of the learning resource center o 212 .
’ 212

No formal relationship

- : \

- b0




” CODE TERMS ABout THE ENVIRONMENT OF THE LIBRARY

Page No. of Definition
\
. 1.50 RELATIONSHIPS (continued) *

.52 Consortium, network, and cooperative endeavor - 179
Participation fn local cooperative activities 179
Participation in regional or intrastate céoperative

activities ] 179
Participation in a bibliogriphic service center 179
Participation in a bibliographic utility 180
Participation in a centralized processing center 180
Participation tn a unign catalog or union 115t cooperative 180

project (other thai through the above) 180
Participation in other consortium, network, or cooperative

endeavor 180

.53 Cooperating libraries 180
Academfc 1ibraries 157
Public 1ibraries 234
School libraries/media centers _ 256
Special libraries serving institutions of postsecondary

,- @ducdtion 263
Special libraries in the private sector 263
Special 1ibraries maintained by and serving government

agencies 263
Independent special libraries 264
Other spacial libraries - 264 {

. . o . ' . wi®
.54 Programmatic activities supported by relationships. 235 J

. Iﬁformatiop services 235

% }nterlibrary loan services 239
Collection development services 239 ‘

Materials acquisition services 240

Materials organizatioii and control services 240

' 235

Other programmatic activities

b1
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- CODE

TERMS ABOUT THE ENVIRONMENT OF THE LIBRARY

Page No, of Definition

¢.1.80
.81

.83

3.1.84

TINE FRANES

Fiscal psriod

- Pradominant calendar sys;pm (schools and institutions of

postsecondary education)

Single term
Quarter
Semester
Trimester
4-1-4 plan
Other division

School day

”

199

232

232
© 232
232 -
232
232
232

255
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G  TARGET GROUPS .

The description of the iard@t group is a major component of environ-
mental data. “Due-té the importance of the target group in evaluating both
~ the resources and the programs of the'library, it 1s addressed separately
in this section. The target grbup is considered to be that group of
indivjdua]s and organizafions which the library, by its mission, is
intended.to serve. Typically, the target group coincides with the em-
ployees, enrollment or affiliates éf the parent organization, or the
population of the commun!ty in which the library resides. In generaﬁ,
descriptors of the target group differ with type of ]ibrary.

uithin academic institutions, impprtant target group characteristics
include headcounts of enrollment, educational levels, disciplines, and
academic status of the institutional enrollment, along with areas of
resear;h being CBnducted by institutional employees. Factors describing
the target group of the public library may ink]ude headcount, educational
attainment,u&ccupatien&l 1é§é]s, age, racial/ethnic characteristics,
unemployment rates, and income ]evé]s of the 1ndiJidua]s in the :community.
For school libraries, crucial populationufeatures include enroliment
counts, grade levels, age, and enrollment status of school'attendeeg.
Population characteristiés of concern to special libraries in academic
institutions parallel those of academic library target groups géherai]y.
For other typeé of séecia] libraries, descriptors of the target group
may coincide with employee gharacteristics, numbers of organizational
affiliates, and ]eve]s/gf ;qurity clearance necessary to access portions

of classified collectibns. It should be underlined that special library

descriptors are developmental, and require further testing and refinement.

65
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Classification of Terms about the Target Group /

The general code assigned to target group terminology is 2 (ié:.,
t.2.00 is the code for 1ibrary target groups). Where type-specific:
descniptoys_pf the target, group are empldyed, the appropriate'code is

used.: For example, academic library target groups are coded as 1.2.10,

‘and'public library target groups are coded as 2.2.20: The library type

designator is also used.as a section code. This allows the library which
serves muft1~type target groups\(e.d..-an academic library which serves
the.iocal commﬁnity or a public library which serves the‘local schools)
to Segregate these diverse populations and relate them to other libraries
which serve mulf1p!e pobulations. For the'pdrpo§e§ ofacoding, only one

additional 1evél of {nformation has been assigned a classification. This

- conforms to the coding scheme employed with other environmental dat§;;>
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CODE TERMS ABOUT THE LIBRARY TARGET GROUP Pagc‘No. of Definition .
. N ‘\
5 ¢.2.00  TARGET GROUP |\ 268
] . ,I% i
.01 Census date AR YA
i
.02 Headcounts of target group A 204
. .
£.2.10  TARGET GROUP IDENTIFIERS/TRAITS e 268
v
1 Individual tdentification’ 1268
;.
.12 Age ranges 167
13 Sex 262
Male 262
female 262
-
4 Race/ethnic tdentification 249
Hispanic 249
Nonhispanic, white T 249
Nonhispanic, black 249.
American Indian or Alaskan rative 249
- Asian or Pacific Islander 249
Othmr/unknown ' 249
o ! \
A .15  Handicap category 203
None - 203
Visually handicapped B 203
Hearing handicapped g ¢ 203
Deaf-blind _ 203
Orthopedically handicapped ._203
Other health handicapped 203
Speech handicapped 203
Mentally handicapped 203
Mul tihiandicapped 203
.16 lLanguage proficiency 212
. Proficiency with English \ , 212
/ Primary language 212
Other language(s) in which proficient 212}.



CODE TERMS ABOUT THE LIBRARY TARGET GRAOUP

Page No. of.Dinnition

£.2.00  TARGET GROUP (continued)

A7 Disadvantage status

No disadvantage
Adademic disadvantage
Economic disadvantage
Cultural disadvantage

-~ Functionally illiterate
Other disadvantage

1.2.20 ACADEMIC [IBRARY TARGET GROUI:’y

21 Minimum admissions requirements

~ Only the ability to profit from attendance
High school graduatiol or recognized equivalent

High school graduation plus an indication of superior

academic’ aptitude
Two-year college graduation
Four-year college graduation
Other minimum admission requirement

.22 Highest degree offered

Certificate or diploma

Associate degree

Bachelor's degree

First professional degree

Master's degree

Doctoratl degnge

Other certificate, diploma, or degree

.23 % Academic student credit hours

Academic course level T
Lower division
Upper division
Graduate/professional division
Other

Discipline/subject matter

op)

Y

185

185
185
185
185
185
185

158

224
224
224 .

224
224
224
224

204

204
204
204
204
204
204
204

160

157
157
157
157
157
185
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CODE TERMS ABOUT THE LIBRARY TARGET GROUP Page No. of Definition
é )
t.2.00 TARGET GROUP (continued) vl '
1.2.20  ACADENIC LIBRARY TARGET GROUP (continued)
' \
.24 Academic student counts 160
A
Academic student level <160
Undergraduate students 160
Graduate students ~ 160
Nondegree/nondiploap/nonccrtificate students 160
Academic student major program 160
. .25  Academic institution employee counts ~ " 188 "
Research (instruction).employee - 252
Discipline/subject matter 252
Leve) of research involvement 252 :
N s -
Other academic instutiton employes 188 ’
.29 Other academic library target qroup 168
2.2.30 PUBLI. LIBRARY TARGET 3ROUP 246
) Density of population in public library primary service area 245
.32 Educational attainment (of adult population) 187
No school years completed 187
Elementary school years completed . 187
1 4 years completed 1187
5 to 7 years completed % 187
8 years completed ' 187 »
High school years completed . 187
1 to 3 years completed 187
4 years completed - 187
College years completed 188
1 to 3 years completed 188
4 or more years completed y e 188
Unknown - \ 188

67
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TRAMS ABOUT THE LIBRARY TARGET GROUP

Page No. of Dofwwitlon

- —— e e

+
.. 2.00*
pe - 2.2.30
- ‘} - .
w .33
S o
.v. ‘v ' ‘ 34
’ Q‘.L
F .
K4 2 4
.
By . 39
oo ¥ 3.2.40
.4
.8

v

{ TARGET GRouP fcontinued)

i &

PYBLIC LIBRARY TARGET GRCUP (continued)

Employment categories (of-_luult population)

Professional and business “rko;s
Sales and services workers )
Manual workers

Service amd household workers

&

Family<"{ncome, -

¢

Under $1,000
$1,000 to $4,999
$5,000 to $9,999 . :
$10,000 to $14,999
$15,000 to $24,999 -
$264000 to $49,999
$50,000 angd above

b

Other public library target group
SCHOOL LIBRARY MEDIA  CENUER TARGET UROUP

‘Minimym admissions requirement(s)

“Location ef residence
Age
Grgde\br year standing
Successful completion of an entrance requirement or other
test "
Achtevement in school work
Special ability, aptitude, or interest
Special need .
Court, commitmen;
Current employment
Employability
Other requirement
"No requirement

————

246

246
246
246
246

246

247
247
247

247

247
247
247

246

256

224
224
224
224 i

224
225
225 -
225
225
225
25
22%
225
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TERMS ABOUT TAE LIBRARY TARGET GROUP

Page No.

of Definition

£.2.00 °

3.2.40

.42

.43

.44

.45

.49

4.2.50

5.2.60
.61

.62

w®

.69

TARGET GRAUP (continued)

SCHUOL LIBRARY./MEDIA JENTER TARGRET GROUP (éontinued)
(

.

School compulsory at;endancé age span

Schoel permigsive attendance age span
o t

School student counts

School average daily attendance
School average daily membership
School grade or-:year enroliment

School employee counts

Classroom teacher
Other school employee

Other school library/media center tarqat group

© SPECiAL LIBRARY SERVING AN INSTITUTIUN JF POSTSECONDARY

EDUCATION TARGET GROUP

(séé descriptors for academic library target group)

’
.

FPEC[AL‘;IBHAﬁY IN THT PRIVATE SECTOR TARGET GROUP

+

Security clearance status (if licable)

Parent organization efiployee s,

Research (instruction) employee \\\
/ » . L
Leve! of research involvemeng~¥ . v
Discipline/subject matter

Other employee

Other special library target group

255
257
258
258
258

258

188

256
188

256

265

265
265

188

252
252
252

oW

265
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CODE ) TERMS ABOUT THE L IBRARY TARGET "GROUP Page No. of [)éﬂn'tion

£.2.00  IARGET sRoUP (continued). -

6.2.70 SPECIAL LIBRAKY MAINTAINED 8Y AN) SERVING A GOVESNMENT AGENCY

| TARGET TROUP 265
. .1 Security clearance status (if appHcable) 265
« I ° .
.72 Government officials 265
' _ ' o
.73 Agency employee coynts , - 181
’ . \ Resgarch'(instruciion)'employee' 252
s Level of research involvement , ~ 252 ¢ i
»
. . Discipling/subject matter : . 252
Other employee . ' 188
.t . . R N *
.74 Contractors to the agency o T i ‘\,266
e -‘\ . E
.79 . Other special library target qroup ! =« 265 (
i 7.2.80 INDEPENDENT SP%IAL LIBRARY PARGET GROUP . 265
\ . Iy . -
© (categories of target group°should be self-defined) . ‘
. i 8.2.90 \THER SPECIAL ;.IB.;?‘/I.'{E’ PARED GROUE ' ) ' 265

(categories of target group should be self-defined)

o

et
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D. RESOURCE DATA

This section describes the resources that are available to the library
and may be utilized to provide serv?ces to the 1ibmary‘3 clientele. The
most prominent resource is the collection. In addition to the collection,
other resources include personnel resources (i.e.: the employees of the
library), financia]a%esources and liabilities (e;g., endowments and'qebtl
services), and facility resources (i.ei, the library buildings and equip-
ment). | | |

Resource management 1s a vital concern t0 managers in a?] sectors.

The management of a resource includes not only a quantitative description

WAt hd

L

of that resource, but a]so some determination of the qua]ity of that ret

source. In the case of library management, it is severely limiting to

I
i

describe the collection resources, for example, only in terms of dollars

and size. Instead, it is much more desirable to assess both the quanti-

-

. ] N
tative and qualitative-aspects of the collection. These same concerns

* apply to personne],_financia]; and facility resources of the library.

{ L : ‘

For example, a]thoughllibrary personnel are asstgnéﬂ tQ-specifjc tasks
with?% the library, taken a§ a group, the staff’represent d major reédurce
ofsthe library. Thus, the library manager has an acute neéd for qua]ita-
tive and qnantitative information about the resources availab]e’tg the'

libmary.

-

~

Ciassificatlpn of. Terms about Library Resources '

L

-

Each resource category is separately coded and separately discussed
in the following subsections. Codes associated with these resources are
as f0110w5"c011ection, .33 financial, ¢t.4; personnel, t.5; and facili-

ties, t.6, where ¢t.indicates the type-of library. Most résoﬁrce desriptors

<t

“are common to all types of 1ibraries (i .., resotrce description i{s not

‘ .. - | ’71

. . E " *
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‘ ¢

type “specific). However while the physical description of the collection
(e.g., physical units of holdings) is identica] for all types of 11braries.
the measure of relevancy of the collection (whtch is based largely upon

the correspondence between the content of the collection and the charac-
teristics of the target pooulation) différs with the target group char-
acteristics--i.e,, it is type specific. ) |

The generalized resource codes are:

£. Type of -Library

t.p ‘ ResOurce Category

t.0.0 - Section

£.0.00 °  Subsection - S
where'"L" is the code for type of library. |

a

Collection Resources

The collection. represents Ege_basic resource of the library and the

‘most frequeht]y measured and evaluated. Thus, the library manager has and

peeds a significant amount of information, hoth'quantitative and qualita-
L] T

tfve about this resource. Tradigionally the physical description of the

co]]ection has been most readily available and most widely collected.

With the increasing use of computer support systems, it becomes equal]y

feasible to describe the collection 1n terms of its intellectual content,

relevance to target groups, accessibility, ava1lab1]1ty, and ut1]1zat1on

t

Further, it, is possible to eva]uate the total information ré%ources tor

.

which the ihdividual library has access through networks, within the state,

across states, or nationally. It is 1mportant to the library manager to-
evaluate not only thg resourcef under the contnol of the 11brary} but
thrqugh netwo?{s}and~cooperatiyes, thase addit1ona4,resourées to which
tge 1fhrary‘has;access.3, 4&: ] T |
S L IS

N

o
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In general, the following types Of measures are appropriate for-the'
collection: physical’ description, ihteiiectual description, relevancy,
accessibility, availability, and utilization. (’

Physical description measures the physicai dimensions‘of the library
collection. Physical dimensions are depicted within thfs Handbook in

terms of the numbers (physical units) and the types of format represented

"in the collection. For some management purposes, factors ,such as shelf

Yy
PR

space utilized, oversized print materiaiik.square footage required to
store materials, and so forth, may aioo be useful pieces of iniormation.
However, physical units in combination with matehials format, in-generai,
are considered sufficiently descriptive of the physicel dimension of the

collection. Such information is important-in facilities piahning. inven-

. tory control, and processing requirements.

Descriptors of the intellectual content include the Qibliographic
units and titles held, and the breadth and depth, of the col]ection |
Characteristics of breadth are fundamental® in determini}-ag the capability
of the collection in meeting general information needs.: The measurement

of the scope of gntel]ectua] content is difficu]t Simplistically, amd

within the confines of the Handbook, it is measured in terms of the-
. topical areas covered and the extent of that coverage proyided by the
collection. Depth, on the other hand, describes the capability of the

're§ource to meet ‘specialized needs and is measured in the_terms of density

]
L

of'number of titles within sohject areas covered by the collection.

The’ reIevancy of the co]]ection impties the objective capability of

theScolieetion to meet the negds;pf the 1ibrarx sﬁtérget group: In part,

K%

,rd1evancy eflected in utilization of the collection, hoqgver,zthere

arc-other-Measures\of re[evihcy which can be examineq in relationship to -

)

: : e | ;7;;

J_“Q\-'
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the collection. These measures encompass such factors as "appropriate"

depth and breadth of the collection, age of the collection, and capability

of the'cpllection to meet the anticipated needs of the'library's target
group. There is considerable difficulty in advocating any particular-
measure of relevancy apnropriate\tg‘1ibraries in genera], such measures
are contextual and relate to\the community which the f?brary is intended

to serve. Egg§her, there are “ho obvious and direct measur:;!iiﬁ'Fﬁfeihncy.

Instead, the Ha ook sugge;\qﬁlhe correspondence of subjects covéred, g

density of cqverage'and recency of acquisitions with features of the

library's target group. In academic setttngs, for example, the'subjecb
strength? of the collection® need to be mapped to the diseiplineg;and
research‘areas represented by faculty and studénts. Simf]ar]y, among
school libraries, collections might be best examined in l1ight of grade

, _ _

levels.

,  Availability is another measure used to evaluate the collection.

Specifically, availability refers to whether the title or ipformation

requested by the user is held in the collection at _all. Examples of these
measures inc]ude the total requests versus requests filled by the co]lec—
tion, and the percent’of current publications which are purchased by the
library. Concepts)of availability also eftend to the availability of
resources to the library through systems and networks. *

| Aecessibijitj reters to the physical positjon?ng.ot,cqllection mate-
rials and the ease with which the nser can locate the desired information.
Measurement is based h;hn issues such as the deliver& t&me of materials |
to the patron‘froﬁ the co]lection; from off—site storage, end through

recall of materials in circulation; the ease withvwhich a patron can

locate desired materials through the public cataiob<‘pd on the shelf; and

A
l R ( - . : *
P
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the unsatisfied demand for materials which are owned by the library but
are inaccessible (e.g., lost, in circulation, in bindery). Measures of

‘ accessibility also can be ppplied to materials available to the individ-
ual liﬁrary through resource sharing agreements and networks.

N Finally the collection can be assessed through utilization. Utili-
zation mea;bres are an indication of the value of the collection to the
user. The manager needs to know how much of the collection is used and
by whom (through both circulation and in-library use); what percentage of
the collection is circulated through interlibrary loan; how often indi-
vidual items from the collection are used; to what extent the collection
remains unused; how many pafrqns are repeat users; the demographic profile
of the user and the types of material used. Utilization measures best
correspond withIUSQr and-activity measures discusﬁed later; however, the

~concept is useful in the eviluation of the collectjdh as well.

Decisionmakers and library managers need to be aware of the growing
need to assess the collection of any individual library in context with
the resources available to the library through external sources, e.g.,

regional, state, and national networks. Thus, while the collection of

the lfBrary needs to be evaluated on its own merits, it equally must be

-
o

viewed in relationship to éther available resources.

Classifigztion of Terms apout the Collection Resources

As indicated earlier, the coding designation for collection resources
is "t.3," where t'represents the type of library. In genera],lthe following
classification is more detailed for the physical description of the col-
lection than other measures of fﬁé collection. Specifically, the physical
description of the collection is coded as folTows:

' Q ‘ + N\ . 75
- |
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t.3.

t.3.10
t.3.20
£.3.30

-

t.3.40
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COLLECTION .RESOURCES

Collection counts

'0011ect10n categories | \

Materials format of print and print facsimile

Materials format of otherqmaterial~

Other dimensions of collection description are coded as:

t.3.50
t.3.60
t.3.70
t.3.80
t.3.90

Intellectual dimensions

Relevancy of collection reséurces
Accessibility of collection resources
Availability of collection resources

Utilization

%
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TERMS ABOUT THE COLLECTION RESOURCES OF THE LIBRARY

Page No. of Definition

+.3.00

.01

N

12

13

.21

.22

.23

.24

.26

.28

.29

JOLLECTION RESUOURCES

Collection book value

COLLECTION COUNTS

Title

Physical unit

Yolume

Volume equivalency

Other collection counts

JOLLECTION CATEGORIES

General library collection

Reference collection

Ready reference collection
Reference file
vertical file
General reference collection
Classified collection
Reserve collection
Nonhprint collection

Special collection

Off-site storage collection

\

Other collection

r{

2.

176
173
174
179
175
271
2n
174
173

173

173

173
173
173

173
173
174
174
174
174

174
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CODE TERMS ABOUT THE COLLECTION RESOURCES OF THE LIBRARY Page NO.(;TE;}inition
- : t.3.00  COL{ECTIOY RESOURCES (continued)
¢.3.30 .VATERIACS FORNAY ©F PRINT AND PRINT FACSIMILE 218, 232
. ) Print (or printed) matertial . 218
Book 218
Serial 218
Periodical 218
Bound periodical 218
Unbound periodical 218
Newspaper . 219 .
Serial service 219
L
Other serial 219
Other print (or printed) material. 219
Pamphlet (not in vertical file) i ' 219
Vertical file material . 219
Other print material gl9
.35 Microform ‘ 219
.Aperture card 219
Microfiche 219
Microfilm 219
Other microform 220
.39 Other print and print facsimile 232
£.3.40 MAJERIALS YORMAD OF OTHER MATERIAL 218
.41 Audiorecording AN . 220
Audiocard . 220
Audiodisc 220
Audiopage 220
Audiotape . 220
Other audiorecording 220
4 Computer material 220
Computer printout ' 220
Magnetic storage 220
Other computer material . 221
\
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. o0t - TERMS ABOUT THE COLLECTION RESOURCES OF THE LIBRARY Page No. of Definttion
< . ) o . ~PL
¢.3.00 COLLECTICN RESOURCES (continued)
t.3.40  MATERIALS FORMAT OF OTHER NATERIAL (continued)

.43 €lectronic display material : 221
Videodisc T ) 221
Videotape . 221
Other electronic display material 221
.44 Pictorial representation ' 222
Atlas e 222
Chart 222
- Map 222
Picture . 222
" Other pictorial representation 222
.45 Projected or magnified material 221
Filmstrip or filmstrip set y74
Hologram 221
Motion picture film : 221

« Overhead transparency ’ /221 .

T Slide ' 222
Stereograph 222
Other projected or magnified material 222
.46 Three-dimensional material . 222
Diorama _ 222
Exhibit ‘ _ 222
Globe ' ' 222
Mock-up K 222
Mode| : ) ' 223
Realia 223
Simulation material 223
Other three-dimensional material - 223

s 4l
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CODE TERMS ABOVT THE COLLECTION RESOURCES OF THE LIBRARY Page No. of Definition
-.3.00 COLLECTION RESOURCES (continued)
-+.3.40 NATERIALS FUBNAT OF ()'IfHSR MATERIAL {continued)
.49 Other material format " 223
Braille materiql 223
Kit 223
Manuscript 223
Score 223
Other material format 0223
+.3.50 . INIELLECTUAL DIMENSTONS 176
.51 Collecfion breadth 176
Titles held 175
Intended target group ot collextion resources 268
Discipline/subject matter covered by collection .resources 185
Age ranges of audience (if applicable) 161
.52 Collection depth 176
Titles in each discipline/subject matter covered by
collection resources 185
Titles in each age range of target group (if applicable) 161
+.3.60 WLEVANCY OF JOLLESTICN RESOUHCES 176
.61 Appropriate breadth 176
Corraspondence of collection breadth to 1ibrary's target -~
roup 176, 268
.62 Appropriate depth 176
Correspondence of collection depth to library's target group 176, 268
.65 Currency of collection resources 177
175

¥

.Iitles added during reporting period
Circulatjon transactions of title during reporting period

’

‘
S

80
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TERMS ABOUT THE COLLECTION RESOURCES OF THE LIBRARY

; TR
Page No. of Definition

+.3.00
¢.3.70

N

.74

+.3.80

.82

t.3.90
.9

.92

.94,

User group demand

¢

JOLLECTION RESOURCES (continued)

ACCSSSIBILITY OF COLLECTION RESOURCES ' -
& T t

User person time devoted to locating item

in pyblic catalog ’
in general library collection

Lag time from time of user request/entrance to library to
time of obtaining desired material

from general 1ibrary collection )
from off-site storage .

from circulation (i.e., through recall) sevvices
from technical services (e.g., bindery)

from elséﬁhere

wnsatisfied demand for ¢ollection resourges owned by the
- library but inaccessible

AVAILABILITY OF COLLECTION RESOURCES

Breadth of materials added to c¢ollection resources

Percent of domestic npngovernmental publications currently
published added to collection

M

Percent of title re%uests by a library user filled by the
collection resources

Number of interlibrary loan borrowing requests for material
not owned by the library

JTILIZATION

Circulation transagtions of title within reporting period

Interlibrary loan lending requests for title within the

reporting period .
{

. .

Noncirculated volumes reshelved

51

Y

(2]

177
234

244
173

233

173
174
238
239

176
177

176

217
270
176

v 208

a1

N

208

226
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Financial Resources ‘ ’ ; . /

The financial resources of the”]ibrary include assets, liabilities,
and fund balances directly attributsble £6 the library. 'ﬁor many 11-
braries, such assets and 1iabi]1t1es are directly attributable tq the.
parent organization rather than the 1ndiv1dua] library, and shoufé not.
beA%bnsidered here. Assets are typically such 1tems as cash, 1nvestme2pi'
accounts receivable, inveﬁtories, and endqwments. Ljabiffties include "
such items as accounts payable, mortgages, and bonds. Fund .balances
encompass upexpended balahées, uﬁexpended plant funds , investment in
plant, and so forth. From a practica]-persbective, several types of data
may ge desirable for the library manager to maintain based upon the par-
ticular circuﬁstance of the library. These are (1) a statemsnt of assets
and 1iabilities of the library, (2) a description of dniqug endowments;
and (3) a description of the 10ng—term~debt‘d1rect1} attributable- to the
library.

Financial resources shduld be distinguished from income and expendi-
tures, which form in partlproqrammaticﬂgsta discussed in the fo]]owing
sectioq' For examp]e whiTe unique endowments are.considered an asset
endowment income 1s described as a current fund source and’a descr1ptor‘0f

’

library programs.

The general classification for financial resources is +.4700, where
¢t denotes the type of library. Assets are classified as 4.10, and lia-

bilities are classified as 4.20.
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TERMS ABOUT THE FINANCIAL RESOURCES OF THE LIBRARY

Page No. of Definition

v :.4:00

.01

.10

A d
.
s 4

.14

7

.18

5 . .53

.54

o

1

CPlant

B4

FINANCIAL RESOURCES
Dollar amount
Dollar equivalency . i -

ASSETS

- Cash

. £
Investments

Pledgeﬁ receivable

Accounts receivable | -

Prepaid expenses and deferred charges
—

A

4 0w -

Interfund borrawing due from or to other funds
Other assets «

LIABILiTIES

N

Acéounts payable and accruedlliabilit¥es r

Notes, bagnds, and mortgages payable 2 v
Deposits .

Neferred revenues’ e

-
LN N3

Other liabilities

*
)

FUND BALANCES T \

L3
- -

Current-fund balance _ ’

z ¢
M . v (Y
»

Endowment and/similar fund palantéT '

"

197
186
186
198
198
198
198
198
198
198
198
198
168 ;
198" . . "
45§ X
W e
" e
199
199
199"

-0 199

Lt

fed
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TERMS ABOUT THE FINANCIAL RESQURCES OF THE LIBRARY

Page No. of Definition

A 4.00
t.4.70
.74
.75
.76
17

.79

PINANCIAL BESOURCES {continued)

FUND BALANCES (continued)

Gagme rr -t
N
W

Unexpended plant"funﬂ"m"'
funds for renewal and replacement
Net investment in plant

Funds for retirement of indebtedness ‘

Other fund balances

.
K
,1
-
'\‘ i e
4
/ ) b
' oo 7
e .
1 ~ ’ /
™~ 4+ v °
- > 8‘1 B ) .
@~ '
. ~

199
199
199
199

199
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f available to tonduct_library programs. In this sense, the liSﬂary manager ., 7y
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LAY

Personnel Resourfes - - o )

‘professionalism within the library community From d\management per- >

racial/ethnic identification, sex, and so forth. Many of these 1481 _
Kdnf'orm

Growing'bmphasis is being placed upon the personnel resources of
the library.- This emphasis has been fostered b} several dev!lopments-
the significant proportion of the library's budget devoted, to gersonnel i N
costs; increased concern with affirmative aCtion and equal opﬁortUnLty,
growing dependence upon the quality of“personnel resourtes“for the .pro- _ " ;ﬁ

vision of adequate information services;land concerns with'salary and

-y
v ?

spective, personnel, the amount of resources available, ‘and the related ,
costs of this resource,are all,of concern. From a reporting perspective”

such issues as racfal/ethnic characteristics and handicap status are' f .o o,

impprtant N o L R 2 ; P / %
) ’ i \ \ o )
o\ A ﬁ

Personnel resources are examined -on three levelsf (l) individual YU

identifiers and characteristics, (2) conditions of emploﬂmgnt, -and (3)
in total, the resources avaiTable for allocation to programs gmployee

identifiers and characteristics are independent of tne individbal s .. by A

/

" emplgyment and include such factors as educational attainment experience,,

fiers such as sex. and racial/ethnic identificatgon/ are needed>to

to the Office of Civil Rights and others which- require such information ';a
However these categories are subject to change, andﬁthe library admih-
istrator should adjust categories of employge descriptibns asothese ’-. .
changeés occur. Employment conditions chad;cterize the individuai'
relattonship with the library, including contractual arran ments, terms

of appointment employee category, assignment status and’ compensation \ 3 \

Finally, these pensonnel combine tdgmaké up - the totar»resohrees R '

ot & . ' . - q. ©
. Lo - ; . . . (- .
. . / | [ ( L
_ . S S o, 8 s : . . st .
. i J A .
. - . ) ’ . . -t . * L » ‘
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v concerned with the amount of and types of personne] resources avai]able

Ihile the first two ]evels are measured 1n terms of headcounts this last
» 4

.categorySTS measured by'fuil-time equivalents based upon service months.. o~

. /
. The general code usedsto designate personnel resourtes in this Han&

book 13 t. 5 00, . where t rep#esents the type of library. Consisteht with

L . .
- ear]ier c]%ssif1cat10n substructures personnel-resourcg§ are classified
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of Definttion

s %4 -
e e g |
i o “ ) '\ } ol - . - s "N R ‘ R
. +.8100  PERSCNNEL, RESOURCSES . .o 229
. . ‘..’~ . o B . - . p.
: e s S o - -
“ . oo O} { Service months of persgnnel resources’ ‘. \\ 188
- . . | . . . ! ey :
*mn\" :‘ h ‘\ ’
A .02 . Headcounts of personnel resqurces 188
. : \ .
.03 Full-time equivalent (FTE) counts bf personnel resources 188
v , . .
A . T ' '
.. .50 Pe@sc YNEL 1OBWT IV ERS/TRAITS 228
' - ] ’ b . R
’ d; . . !' é
. .11 » Individual idegtification . ‘ ' 228
A . \ , K ) - b
o . Yo : '
‘. k . “w 3

A2e Age |, . |
. I . \ Undev;‘ 25:@3”; . ‘_‘.'}‘, L o ! ’
25 to 34 y ars - .
. o . 35 to 311 ars . '
i . 45 to 54 years - ) _ ' )
<" 55 to 59 years - ) o0 ’
. 60 to 23‘? ‘years S Lo ‘”"\ﬁé{(
. 5 to 69'.¥earjs

»

S o ears and over | - " L
) et I A Ve
A LT sex. . . o T - 262
y B h,/ « oA ?\ * , - > " e . -
% !'./\ : , Male =~ . { - ' » b T 262
~7 9 b Female y . <., < 262
. : ) PR . LR ;
N e . K . ' 2 ’ .
‘ * . . ~ ’ a A .
N .14,  Race/ethnic identification. e . ¥ 249,
< ‘ —

‘Hispanic e i ) . e L & 249
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ific Islander §,
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“
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TERHS ABOUT THE PERSONKEL 'RESOURCES OF THE’L!BRARY

-

B

Page No. of Oefinition

PR U U oD P

.16

S

CODE
+.5.00
¢.5.10
R L)
'/
I
. . -
i [
LY - 7
.18
y U
oy

“‘:-' 19

— ¥

" Other pensonnel tdentifiers/traits
. M S

PRRSCNNEL RESQURCES (continued)

PXRSONNEL IDENPLEIERS,TRAITS (continued)
Handicap category '
None
Visually handicaqpcd '
Hearing handicapped ‘ S
e =
N . . .‘w
Deaf Ellnd ‘R‘ﬂﬂ~\
_Drthqug;cally handicapped |
Othér heh1th handicappad 1:‘~

Speech . hdndfgggszd ) -
Mentally handica pezf ‘ )

tthandicapped

gomn

o . y .
fducationdlgattainment

Less than high school graduationfrf

Certifféate or diploma - "

Associate degree ' .:‘

Bachelor's degrée e Y .

Master's degree ™ . ;
in 1nformat10n/11brary scierce '
in media/educational technology N

two or more master’ s?degrees (or mastel st and first
- prpfessionat degree): '
. one of which is in information/library science
' one'of which 1s in nmdia/edugational technology
none -of which is in information/library sclence or
media/educational technology e "
Dogtoral degree .
Othe[?\ o . '

l“\ .

P;ofesﬁional affiliations or appaimtments

o
. +
2

' ——

~




CODE TERMS ABOUT THE PERSONNEL RESOURCES OF THE LIBRARY

]
t.5.00,  PEHSONNEL RESUURCES {continued)

:.5.30 PERSONNEL CONDITIONS OF EMPLOYMENT

\..
:§§ N Personnel resource category
i ;
\& Executive/administrative/managerial professional
X Spectalist/1ibrary professional
‘%‘ Librarian
K‘ Media professional

>X\ Subject specialist
Other professional
Technical employee
‘Library technician
Media technictan
Other technician
Office/clerical employee N
Secretarial/clerical employee ¢5
Page/studeﬁt assistant/shelver

Service employee

.32 Cdmpensation

Salaries and wages

Fringe benefits
Source of compensation

.33 Term of appointment

Tenure status v .
Appointment period

.34 Status

Full-time employee
" part-time employee

4

Other personnel conditions of employment

Page No. of Definition

228

229
229
229

/230
230
230
230
230
230
230
231
231
231
23
231

194

194
194
228

228

228

228
228

228
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CODE TERMS ABOUT ‘THE PERSONNEL RESOURCES OF THE LIBRARY ‘Page No. of Definition
= \ S — B
+.5.00 PERSONNEL RESOURCES (continued)
£.5.50 STUDENT ASSISTANT 267
.51 Service months of student assistants 188
.52 Headcount of student assistants 188
- 53 Compensation of student assistants ' 194.
<.5.60 JUNTRIBUTKD WVOLUNTEER) SERVICES o 195
N s
' .61 Service months of contributed services 188
.62 Headcount of‘)lunteers 188
.63 gollaf-equivalency of contributed (volunteer) services | 186
]
1
N
s
- /
*
(]
v [~
. .
¢ -
: L I
[ .}
- » i d .
v . 7 * L] ‘ - - ®
~.. - Y
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Facilities Resources

Facilities resodrces form the final resource category in which to
describe the assets of the 1i$rary. The library manager needs to have
an overall picture of -the amount of facilities (physical plant) resources
available to the library, the cost and quality of 1ib}ary facilities,- and
the special equipment available to the library.

This Handbopk provides several ways to describe the space Available
within the facilities resources: the capacity of the library to house the
collection, the actual usgble épace contained within the library as mea -
sured in square footage, énd the seating capacity of the library. The
value of the library facilities is measured in terms of the estimated
replacement cost of the facilities and the capital equipment housed
Qithin thé~11brary. Further, the condition of the facilities is eval-
uated. Also considered under facilities resources is the equipment main-
tained by the library. Finally, the relative avai]abi]ity of equipment
and facilities to the library's clientele is considered. |

The general classification of facilities resources is t.6.00, where
.t designates the type of library. The inventory of equipmént presented
in this section parallels the inveﬁfd;;mof materials formats described

under collection resources. That is, the following correspondence may

o be made:
t.3.41 Audiorecording . . . . . . . . . t.6.61 Audio device;
t.3.42 Computer material. . . . . . . .t.6.62 Computer device;

t.3.43 Electronic display materjal. . .¢.6.63 Electronic display device

2
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Copt ) TERMS ABOUT THE FACILITIES RESOURCﬁz OF THE LIBRARY Page No. of Definition
.o-—'/ *
©.6.00  FACTLIPIES RESOURCKS ' )
.0l Assignable square feet ) . 162
.02 Gross square feet ) 201
) £.6.10  BUTLDING IDENTFIERS/CHARACTERISTICS ' 165
; .
a Building identification _ 165
12 Year of constrgstion 166
X " 13 Estimated building/facility replacement cost 166
z . . t )
.14 Condition code 166
- Satisfactory 166
1+ Remodeling - A 166
-Remodeling - B 166
Remodéling - C 166
Demolition 166
Termination . ' 166
. ) t
15 Handicap Access : 166
:.6.20 RCCM ISE CATEGURIES (ASSIGNABLE SQUARE FEET) . : 252
T .21 Classroom facility 252
.22 Laboratory facility 252
\
.23 Office facility 252
.28 Study facility . _ - 253
Readid@/study room : . 253
Stack ' . . 253
Open stack/reading .room : ' 253
User information area , 253
! ¥
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. TERMS ABOUT THE FACILITIES RESOURCES OF TME'LIQRARY

Page No. of Definition

CODE
+
t.6.00 FACILITIES RESOURCES (continued)
«.6.20 ROUN USE \‘A;"gGORIES (ASSTUNABLE SQUARKE FRET) (continued)

.25 Special use facility ,: 253
Audiovisual, radio, TV facility 253
Audiovisual, radio, TV service facility 253
Other special use facility 253

.26 General use fatility 253

. . )

.27 Supporting facility 253
Off-site storage facility S, n 253
Other supporting facility - 253

1 4
Unclassified facility * 253
FACILITIFES AVAILABILITY 197
£.6.40  FACILITIES CAPACITY

.4 Seating capacity 258
Carrels . 259

. Wet-carrels L 259
' Dry-carrels 259
Other seating 259

.42 Shelving capacity . 262
Linear feet of shelyving 262
Assignable square feet of shelving 262

&
¢.6.50 \ EQUIPMENT IDENTIFIERS 189
.53 fquipment ownership status . 189

Equjpm;nt owned by library
fquipmant on deposit, on loan, or rented to library
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CODE TERMS ABOUT THE FACILITIES RESOURCES OF THE LIBRARY

Page No. of Definttion

+.6.00 FACILITIES RESOURCES {continued)
\
+.6.50 EQUIPMENT !DENTIFIERS (continued)

65 Equipment avatlability

. Equipment available to the 1ibrary user group for in-library

use

Equipment avatlable to the lfbrary user group for out-of-
1ibrary use ~sthrough circulation or rental

Equipment not available to usér group

t.6.60 EQUIPMENT TYFES

“

.61 Audio device .

Auditplayer
Audiorecorder

Audiotape duplicator
Listening center .
Other audio device

.62 Computer device o

Computer .
Comp!ter;terminal
Other input/output device

L3 Other computer device H~

® o ' , .

.63*  Electronic display device

a

Videotape recorder
Videoplayer
_Television receiver y
Telewriter
. Other electronic display device
| |
.65 Projspting or magnifying device

% F;1dstr1p projéctor or viewbr |
Sf;de projector br viewer -
Microform reader or reader/printer
Motion picture projector g
Othar projecting or magnifying projector

5
L]

-+ r \)
. - o -
‘« S)‘j

4

g

189

190

190

190
190
190
Vo 190
190

» 190

190
. 191
191
191

191

191
192
192
192
192

592

192,

192
192
192
193

,,,,,,

N
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CcoDE TERMS ABOUT THE FACILITIES RESOUR'CES OF“THE LIBRARY ] Page No. of Defindtion
> - - -+ ?
.6.00  FACTLTTIBS' RESOURCES (continued)
e
£.6.60  EJUIPMENT rYPES (cqntintied)
P *
.67 Graphic/reproduction device . 193
_ Prinier/&ter/dup]icator % 193
- Other graphic/réproduction device -193 _
.68 Photoggaphic device - 193
.69 Other device 193
- )
\ .



‘ ]IEO 1eve1 3), each success?Ve level consisting of finer program divisions

E. PROGRAM DATA X R\

S~

This section focuses upon the Ydentification of the different )
functions$ performed by the iibrar( "and describes these functions a}ong

dimensions that are important to the 1ibrary manager The first part of

_this section presents a way to describe what programs are condUcted by

the 1ibrary (i.e., what a 1ibrary does) and three alternative levels of
detaiilto categorize these’activities. Thegiatter parts,of\tpis section -
oetaii the dimensions by which to further‘d;scribe'and assess each of
these program areas. Figure 1, Summary-of Information Structure for
Libraries, presented in Chapter III, is an overview of programs and the

dimensions which are discussed here.
. E ~ ,
A library is a complex entity that consists of a number of programs,

eacn of which is a set of activities undertaken for specific purpose(s)

requiring a set of resources to.accomplish the desired outcome(s). “or

- most purposes, it is meaningless fo describe the iibrary as a whole.

Rather, Mt {comes more valuable to describe the %ibrary in terms of sets

“of activities; or primary programmatic categories.

L

The categories of programmatic acti¢ities of libraries are difficult r

to derive because they relate so intricately to the level of sophistication

- existent or desired within a particular library. For example, a small

. . o ® .,
library is very simply organized with only a few programs and a limited

data 'system. However,/at -tie. dther extreme, a major research library

would probably have a large number of program areas and a;sophisticated

data system "Thus f}exibiiity within the information system is essential |

to accommodate a variety of libraries in a consistent and 1ogical manner

-The aﬂgbook identfff’s three categorizations of programs (from level

—
—

o

/7
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The broadest category, level 1, consists of the following programmatic
functions:

° Cu]turai, educational, and information services

e Resource distribution services

e Collection development services

e Technical services -

¢ Administrative services and administrative support services
Level 2 categorizgtion is Q]ightly more disaggregate, and f%néjly, level
3is thg most detailed prograﬁ categorization. Figure 3 del{geates these
three levels of programmatic funcﬁidn. '

Program- data are cléssifieq as ¢.7.nn.000, where t represents the
type of ]ibrary,'nn represents the programmatic category, and the set of
three digits (.000) répresents the measures or dimensions by which thé&

*%

program is described and evaluated.

-

Programmatic Measures

For inforhation about programmatic categories tolbe valuable, there

are a numbér of descriptors that should be incorporated into ;he informa -
tion structure. These descriptors can best be determined as the individual
library administrator reflé&ts on broad questioﬁs which need to be addressed
about each program qreaiaf the library. These questions are:
e What are the sources 0% pgogram funding?

How much is rpceiyed from these sources?

How are these funds spent and how can they be measured?
e How many and what types>of personnel resources does the fibrary &“'

" have at its Jisposal? - |

How can these péréonnel resources be described? .

How are these personnel resources utilized? J .

%§ M S)/ ‘ 1 ‘



FIGURE 3
2
LLVELS OF PROGRAMMATIC ACTIVITILS

LEVEL | ) C o LEVEL 2 LEVEL 3

e e [T - e < T T

~rMachine-assisted reference
sarvices

-Readers and research advisory
services

Referral services

-Research and analysis services

-Selective dissemination of
information services

LO0ther information services

Information services

Cultural, eduéational. and
information sérvices

General education programs

Cuitural evants programs

Special services

Other cultural, recreational,
and educational services

Cultural, recreational, and
educational sérvices

N I

=S

|
v
|
1
s
|
{
|
[
E
-t
|
|
|
!
|

[quipment distribution services
General circulation services
Circulation services— Media distributjon services
Reserve services
Other circulation services

.
!
1
|
1
!
i
!
f
b

e —p—e-
i
|
i
!
i
I
!
¢
!
i
i
!
]
i

Resource distribution services

Interlibrary loan séPvices
Interlibrary delivery sarvices
'L0Other interinstitutional ex-

' change and delivery services

e o e —_..-_--~——L e e

Interinstituttonal exchange
.and delivery services

L

3

P S S

Collegtion develepment serv!ces—k—tollection development services—k—(ollectrdw development services
[, e ._L__ e e e ——— e ——
-Ordering services

-Searching and verification
services

LOther materials acquisition
services

FMaterials acquisition services-—r

-Cataloging services

-Catalog maintenance and
production services
-Serial control services
LOther materials organization
" and control services

Technical services

Materials organization and '
control services

-Collection ™ resourCes mainte-

nance services

-Physical processing services

~Other collection maintenance
services .

LCollection maintenance
services

(

Planning and prdﬁram development

Liaison activities

Pubtic relations and development

Other coordinative and leader-
ship activities

Financial management and
operations

alth, safety, and security
rvices
Persdnne! services

Other management services

LLogistical and physical l[Logistical services
plant operations Physical plant operations

“foordinative/leadership
activities

i

------------__r----------:-------.,---------------,
S S

Administrative services and
administrative support
services

Y

-Management secvices -

) /

el e

b e = -

b4
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e What facilities and space caqithe library access?
How are these facilities utilized? o,
o What activity is performed in each of the library's departments?
Nhat is the wofkfbad for the employeesdof the library and how is
wo?kioqg'measured?
, e Who utilizes the services of the library?
What services do they utilize? .

How-can utilization be described and measured?

a e What are the outcomes of library services?
What lével of performance does the library have?
How doe§ the levei of performance telate to the intended objectives
of‘thé library? |
How are outqgmés and pérformance measured to best demonstrate
/ resource accountability? .
This-series of questions leads directly to the identification of a
“parallel list of measures necessary to describe and evaluafe the programs
- of the library:
e Findncial Measures !
e Personnel Measureé ) ) |
e Facility Measures )
® Activity Measures ‘
"e User Measures
o Outcome/Performance Meaiures ’
The first three categories of measu;e~»financ1al, personnel, énd facility--
correspond to the resources disclissed earlier. Indeed these measdre§
rgpresent'resourcé.utiiization measures. The following classification
structure of resource utilization me§§ures.and the correspbnding resource. }
Q category reinforce thjs'parallelz '¢J- | (

ERIC o 95
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Programmatic Measures _Resource Measures
t.7.nn.§00 Financial Measures t.4 Financial Resources
t.7.n1m.500 Personnel Measures t.5 Personnel Resources

L N
t.7.nn.600 Facility Measures . - t.6 Facility Resources

Activity Measures and Outcome or Performance Measures are classified as .

and "nn tndicates the progrmmnafic category. 'Uﬁer measures are/ classified
as t.7.nm.200 to correspond‘with the classification of the !1brary target ,
group, t.z,'

Fach of these categories‘is discussed in detail in the following
system. Figure 1, éunnmry of Information Structure for Libraries (in

A

Chapter: I11), provides a graphic overview of the information framework

IS

thus far discussed.

t.7.nn.70 and t.7.n1.80, respectively; where "t" indicates tybe of library

‘\
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TERMS ABOUT THE PROGRAMMATIC ACTIVITIES OF THE LIBRARY

+.7.00
=7.10

5

¢.7.20

.21

.25

K

\K
%.7.30

Interinstitutional exchange ‘and delivery services

PROGRAMMATI ACTTVITIES
CULTURAL, EDUCATIONAL, RYD INP'()RMA"‘—IUN SERVICEYS

Information services

Machine-assisted refererce services
Readers ahd research advisory services
Referral services

Research and analysis services )
Selective dissemination-of information services
Other information services

Cultural, recreational,.and educational servicé!

Gkneral education programs ‘
Cultural events programs '
Special services
Other cultural, recreational, and educational services
/
-
RESCURCE OTSTRIBUTION SERVICES

Circulation services ‘~ <y

Equipment distribution sjrvices
General circtilation services
Media distribution'services
Reserve services

Other circulatjog services

Interlibrary loan services -

Interkibrary delivery services ‘ 'F

Other interinstitutional exchange and- delivery services

COLMECTION DEVELOPMENT SERVICES, __‘

235

235

235
235

235-

236
236
236
236

236

236
237
237
237

237

238
238
238
238

238
238

239

239
- 239
. 239

- -
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.7.00

+.7.40

.41

.44

.47

r.7.50°

51

.54

-96-
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TERMS ABOUT THE PROGRAMMATIC ACTIVITIES OF THE LIBRARY

PROGRAMMA PTG Ao rrss (continued) A
PECHNTD AL SERVIERSD

Matertals acquisition services

Ordering services
Searching and verification services

Other materials dcduisitlon services

Materials organization and control services
}
Cataloging services

. ' .
tataloy maintenance and production services
Serial control services

Mher materials organization and control services
/

i

Collection maintenance services

Collection resources maintenance services
Poysical processing services

.Stack matntenance services

Other collection maintenance services

AOMINISIRATVE CERVICES QN2 ADMINISTRATIVE SUPPORT DERVICES

Coordinative and leadership activities

Planning and program development

Liaison activities

Public relations and development

Other coordinative and leadership activities

Management services

Financialh management and operations

Health, safety, and security services
" Personnel services

Other management services

Logistical and physical plant operations

Logistical services ’
Physical plant operations

Page No. of Definition

239

240
240
240
240

240

240
240

241
241
241

241
241

241

242
242
242
242
242

242

243
243
243
243

243

243
244 ¢

¥

-
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Financial Measures

The financial measures included in this structure of information

encompass two basic types of data--revenues and expenditures. Revenue

data focus upon funding sources and “levels of funding, by mapping these y

data to specific activity centers (programs) of the library. With respect
to expenditures, both program and object expenditures are qonsidered. In
addjtion, a detailed classification of collection expenditures according

to the types of materials acquired by the library is presented.

In order to more clearly link these measures to individual programs,

a source-use matrix is provided in Summary Format 1. This matrix provides

LY

\
an overview of th current revemues ‘of the library and the allocation of

i,

these réevenues. A?%ernative]y, or addit%onally, an examination of the
ekpenditure categories by program may be used. A summary format--Expen-
ditures by Program--follows the soufce-use matrix.

The utilization of the fin;ncial resources by programmatic functions
of the library is coded as ¢.7.nn.400, where "t" is the type of 1ibrary,

and "#n" represents the program designation. It is contingent upon the

library to substitute the appropriate programmatic code.

-
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tODE TERMS ABOUI THE ilNANLlAL MLA&URLS ot PRObRAMMATl( ALIIVlTI!S Page No. of Definition
e e S RPN SIS
(.7 o 800 FINANCIAL MEASUIREY T, 233
e 7o 8100 REVENUE RESTHEICTICN ‘4#Hunnzfx 252
. . ) .
411 Unrestricted funds 252
»
.412 Restricted funds 252
’ 2 ) e 420 CURIENTFUNT AREVENUE 1 SEGON IR ' 181
. /' .421  Governmental appropriations 181
federal = - 181
State lw
Local ' 181
Other governmental Jurisdiction RN
“ 472 Governmental grants and contracts 182
/ federal \ 182
. State 182
Local i ) F 182
-
Other jurisdiction 182
424 Private gifts, grants, and contracts | _ 182
.42% Endowment income ' . 182
L4726 Generated income 182
.429 Other current-fund revenues . 182 >
Tuition and fees (where applicable) 183
Appropriations made by tné parent organization (where
. applicable) ’ . : . 183
. t.7.,mm.430 TRANSFER-IN : _ 182
. -
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TERMS ABOUT THE FINANCIAL® MEASURES OF PROGRAMMATIC ACTIWITIES

"{.»17:-400 FINANC AL MEASURES (continued)

VIR

440

.441

.442

443

.444

.448

449

.7,

450

T 451

.452

FPROGIAM ZXPENDITURES (DIRECT COSTS)
o1
Salaries and wages
Exempt [professional) employee
Nonexempt (other) employee

Fringe benefits

Exempt (professional) employee
Nonexempt (other) employee

Supplies and services
Noncapi tal equipment

txternal accounting expenditures

txpendi tures maae by parent organization

£ xpenditures made by another adency

Expenditures made by a central administration

Dollar equivalency of contributed (volunteer) services

Other program expenditures

‘BSECT EYPENDTURES ‘r

Program expenditures (direct costs)

Collection resources expenditures

Publishing source

. Government publication

~ Domestic nongovernment publication
Foreign.nongovernmént publication

Materials format
Periodical subscription (excluding microform)
Other serials gubscription (excluding microform)
Print (or printed) books -
Microform
Other materials format

1

105

Page No. of Definition

194

194

193
226

194

193
226 4

194

194

194 "
195

195
195

194

194

195

217
217
217
218
267
267
218
219
218
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CODE " TERMS ABOUT THE FINANCIAL MEASURES OF PROGRAMMATIC ACTIVITILS ] Page No. of Uetinition
©. 1o 400 FINANCLAL MEASUHES (continued)
t.7. . 850  OBSECT EXPENDITURES {continued) N
.455 Expenditures for capital assets ) 195
\
¢ 70 460 ITANSFER-OUT N 195
. \ .
.461 Mandatory transfer-out ° 195
.462 Nonmandatory transfer-out 195
P,
+
£~ ' ‘
<
» -
A




SUIN NUMBER o
/ : : . f ISCAL PLRIOT TROW
© CURRLNT FUND SOURCE/USL MATRIX 10 —
- : ol 1~
RESTRICTED FUNDS - 101 .

TRANSERRS ] EXPENDITURES

Tovernmental]Private Gifts, . RANS! R DI

. . IN BY FUNCTION
Governmental {Contracts & Grants, & Endowment JGenerated Cliow Fogala)

Appropriations Grants contracts Ingome Income Other

source o
funds

UNRESTRICTED
FUNDS

Prog[annmt
Categories |
and Object®

CULTURAL, EDUCATIONAL ,
AND INEORMATION SERVICES

' \ RESOURCE? DISTRIBUTION
SERVICES »

COLLECTION DEVELOPMENT
SERVICES

¢

TECHNICAL SERVICES

-YTJX-

ADMINISTRATIVE SERVICES
& ADMINISTRATIVE SUPPORT
SERVICES |

COLLECTION RESOURCES

EXPENDITURLS FOR
CAPITAL ASSETS

MANDATORY TRANSI'ER-OUT
(itemize)

.. | NONMANDATORY
TRANSFER-OUT

TOTAL REVENULS
BY SOURCE
(Colwm Totale)

\

&

105




. . : ' . ) SUIN NUMBER
. _ . ‘FISCAL PERIOD FROM -
EXPENDLTURES, BY PROGRAM - ~ (VR
' . "' SUMMARY FORMAT .
\ - - . . - - . .t ‘ G N N 13 I PN ".
-‘ ‘Object of F(:: ;

Expenditure Salaries

Progrdm

=

[}
Programmatic
Activitdes (PrpgmmL

and Wages

Fringe
Benefits

and Loy

Ndﬁ;capital
Equipment.

Expenditures
(i) Totuls)

ot

CULTURAL, EDUCATIONAL, - - ' __ L
ANE INFORMATION SERVICES . ‘ . 1. - g -

r —yp -~ ) ~— e o

"RESOURCE - .DISTRIBUTION : T ‘ .
“SERVICES ) ’ . ' "

COLLECTION DEVELOPMENT } r o ‘ L
SERVICES  « : 4

' . L.

TECHNICAL SERVICES

ADMINISTRATIVE SERVIGES - - / )
AND ADMINISTRATIVE - : — -
SUPFORT SERVICES . - S e 3

COLLECTION‘RESOURCES .

o A . ] v \ * v
EXPENDITURES FOR _ \ | ‘ - ) » o
CAPITAL ASSETS ) ’

MANDATORY TRANSFER-QUT*™ . B s i -
’ "(itemize) ’ g : ' -

NONMANDATORY S - ' ' L ~ I ‘ ‘ ‘ "
TRANSFER-OUT. . ' “ : o . : -

_TOTAL OBJELT : . P ~ z =
EXPENDITURES. L . _
(Co}@mt?btala) « ¢ .. .
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‘Personnel Measures of Library Programs - -

The personne] component of this section is concerned with the

‘description of personnel resources utilized in each of the fugctional

" areas. Personne] measpr!s of library programs are described in the same

manner in which the personnel resources of the library were described
previously. These measures include both headcount and equivalent service
months, full- or part time status,.and types of employee classification.

Thus, the general' code for personnel measures of'library programs

is~t.7.nn.500, parallelling that of personnel resources (t.5.00). As

~with financial measures previously, personnel measures are the same for

all programmatic functions.
A summary format for personnel measures is provided in personnel

and service months by proéram;

. : o
. ‘F.:
o . . . N
- N
’

11v

o
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TERMS ABOUT PERSONNEL MEASURES QF LIBRARY PROQGRAMS ¢

500

Y

- 500

.502

.503

.51

512

513

515

550

.551

.552

,1
. -
5
I ] i
o
~CODE
- ‘h
s 7.nn.
.7 oS
i
t.7.nm,
~ t.7.mm.

560

.561

[

3

-

PERSOVNNEL MEASURES

Service months

Headcounts of personnel resaurces

N "

Full-time equivalent counts of personnel resources

Y

FPERSOVNEL RESCURCE CCATEGORY
Executivé/administrative/manageridl professional

Specialist/library professional

&

. L%
Librartan . —

-,

Media professional . . R
Subject specialist
Otger professional”

Technical employee

Library technician
Media technician
Other technician

Office/clerical employee

Secretarial/clerical employeé
.Page/student assistant/shelver

Service employee

STUDENT ASSISTANT

%,
Sgrvice months of student assistants
Headcounts of student assistants
CONTRIB!'TED ('V()I,UNTEEH) SERVIUVES

»

Service months of contributed (volunteer) services

111

AN

o

.

233
188
188
188.

229

230

230
230
231

231

231
231

231
267
188
188—

s

188

Page No. of lDefinition
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€ont TERNS ABOUT PERSONNEL MEASURES OF LIBRARY PROGRAMS Page No. of Definition
: \
7o 500

c.7.nn.560
.562

.563

"PERSONNEL MEASURES (continued)

3

CONTRIBUTE! (VOLUNTEER) SERVICES (continued)

Headcount of volunteers

Doltar equivalency of gontributed (volunteer) services

N ’
) 4

188 -

195

? |
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W, . \ . v \
. : . . ‘ : . SLIN NUMBER ° : \
_ _ . FISCAL PERIODFRON _ ‘
v w___
. . s . ) (yarvfoe Qutlat - . <) . *
PERSONNEL MEASURES OF i _
’ \PROGRM'MTIC ACTIVITEES . . ' *
. SUMMARY FORMAT - _
b _ | . . ‘ .
. N
. Headcount = ' Service Months :
Personnel Resource Xempt (professional) ~—Honexempt l0ther) xempt _ﬂ‘roféssionﬂ-.) T Nonexempt (Other) Total
Categories fmployees tEmployees Total tmployegs Employees : Service
Pragrammatic ' Headcount = — Months
Functions Eyil-tipedPart-ghoe 1 Full-timedPort-time -timefPart-time I Fyll-time{Part-time
CULTURAL, EDUCATIONAL, T
AND INFORMATION SERVICES . [
RESOURCE DISTRIBUTION '
SERVICES
COLLECTION DEVELOPMENT
SERVICES
TECHNICAL SERVICES o :
: : i

ADMINISTRATIVE SERVICES
AND ADMINISTRATIVE
SUPPORT SERVICES ]
TOTALS 8Y oA
EMPLOYEE STATUS Lo
((niwm Totals) $ ' ‘

O ]

-%[-
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3

Egngities Measures of Library Programs

The facilities component of programmatic measures parallels the
facilities resource meéSure;. This sgétiod is concerned with describing
the amount and type of facilities resburces utilizéd by each of the pro-
grammatic areas.- This desc:}ptioniis accomplished by measuring the amount
of assignable square feet for several types of room use categories for
each of the functional areas.

The general code for facilities measures 1s_t.9.nn.600 and corres-
ponds to that for the facilities resource descriptions, £.600. As with
the previously discussed measures of resource utilization, descriptdrs
for facilities measures are the same acroés programmatic categories and
are designated@hgfe as "mnn,' allowing the substitution of the appropriate
code gbiﬂfﬁg progéammatic function under consideration.

A Summary format--Facilities Measures of Library Programs--is pro-

vided'as an overview of facility use by program.

11,
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LODE ItRNS ABOUT THL fALlLlllLb MLASURLS OF L!BRARV PRUhRAMS
o 600 RACT LIRS MEASURES ) '
.601 Assignable square feet . -
}
P Lo 6200 ROOM MSE CATEGORIES
.21 Classroom facility |
\\
622 Laboratbry facrlity
.bZ? Office facitity _ ,
"ul\'\. 1"'
624" btudy factlity
.625 Special use facrlity
.626  General use facility
.627 Supporting facility

7o 650

co0om. 660

661

.662

.663

.665

.667

.668

669

AT NED KQUITMENT DCENY

A TGNED SQUIPMENT VPR

Audio dev!ce

Computer device

Electronic display device

P}ojecting or magnifying -device
*

Graphic and reproduction device

Photographic device

Other device

Page Ro.

ot tefjnition

252

253

253

189

190

190

191

192

192

193

193



SLIN NUMBER
: _ . INVENTORY OATE
‘ FACILITIES MEASURES OF LIBRARY PROGRAMS (rrnfow Out Let N

SUMMARY FORMAT ' -

ASSIGNABLE SQUARE FELT

-y

Study Factlities' )

Room
Use
Categories

Total Assignable
Square Feet by
Programmatic
Activities

Facilities

Llassroom
FacHities
Laboratory
Facilities
Special dse
Facilities
General Use
facilities -
Supporting
Facilities
Unclassified
Facilities

Gffice

Progrmmwtic‘ (Kow Total)

Functions

Reading Room
Information
Area

Stack
Open Stack
User -

CULTURAL, EDUCATIONAL,
AND INFORMATION
SERVICES

RESOURCE DISTRIBUTION
SERVICES

COLLECTION DEVELOPMENT
SERVIEES

N

TECHNICAL SERVICES

ADMINISTRATIVE SERVICES
& ADMINISTRATIVE
SUPPORT SERVICES

ASSIGNABLE
_ SQUARE FEET
ST BY ROOM USE CATEGORY

Rt (o lwm Total)

-601-
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Activity Measures'gf Library Programs

The activities component describes the type and level of activities
conducted by each'progrannmtic area of the library. Simplistically,
“activifies caﬁ be describéd as the output (products,.services,'and work
completed) by each.of the programmatic functions of the library. This
component contains extreme divérsity reflecting the various activities
and activi%y centers of the library. -Thevindividual library manager will
wanf to consider selecting those;ﬁeaSUnes which most clearly meet the
needs and goals and objectives of the library.

Sihce most activities are directly related and unique fo a progr5m~
matic functfon, the pregram code has beén inserted in Fhe following

classification structure. The geneﬁa] code for the activities of library
@

programs is t.7.nn.700, where "t" denotes the type of llibrary and "nn

indicates the programmatic category.

A - 119
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TERMS ABOUT THE ACTIVITY MEASURES OF LIBRARY PROGRAMS

Page .No. of Definition

’ :.7.mn.700
.701

: .102
—/> .703
.704

.705

.706
£.7.11.700
t.7.11.720
721

.722

~ _ 723

ATIVIDNY MEASURES

/'\
7
P

Number of tfansaction§
Transaction duration
Lag time

Activity rate

Person time

Labor cost

TYRQRMANTUN SERVICES

[} . ‘\

LVPORMATTLH CONTAC™ \
Direct\bna] transaction
Group transaction \

Reference transaction \

Catalog information transactipn
Fact-finding transaction
Literature search transaction
Literature search of the collection
Bibliographic data base literature search
Combined 1iterature Search
Other literature search
Readers or research advisory transaction
Referral transaction
Community referral transaction
Other referral transaction
Research and analysis transaction
Other, reference transaction

3

233
233

233

’ 233

234
23%
234
235
205
205
205

205

205
206
206
206
206
206
206
206
207
207
207
207
207
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€oDE TERMS ABOQUT THE ACTIVITY MEASURES OF LIBRARY PROGRAMS Page No. of Definition
f - A )
0. 7.7 ACTIVITY MEASURES (continued) '
¢.7.11.700 INFORMATION SERVICYS (continued) .
+.7.11.730 SELECTIVE DISSEMINATION ._.IP INFORMATION ACTIVITY s 259
131 Selective dissemination of {nformation search 259
732 Data base searched 184
A
.733  Entries produced \ o189,
+.7,11.740 FIBL;OCKAFNY OMPLED BY IBRARY SMPLOYEE 250
T T T A
-
.74 Topic of bibliography ‘ 269
742 Entries in bibliography . | 189.
A
©.7.11.750 SFECIAL ATALCG JOMPILED 3Y LIBRARY EMPLOYEE 262
751 Topic of special catalog : 269
752 . Eg;p’es in special catalo ! 189
TN TE T P [ ’
3 .
£.7.11.760 NONCIRCULATED VOLUMES RESHELVED [3NT:h SEFERENCE :OLLECTION 226, 173
\
¢£.7.11.780 TNFORMATIUN SERVICE HCURS \ 1207
+.7.11.790 OTHER INFORMATIUN SERVICES ACTIVITY 235
£.7.15.700 CULTURAL, RECREATIONAL, AND EDUCATIONAL SERVICES 236
\ i
2.7.15.710  GROUP  RANSACTION 207
+.7.15.740 EXHIBI" PREPARED BY LIBRARY EMPLOYFE(S) 222
. . t{ [
236

r
~

.156.790 OTHER JULTUYRAL, RECREATI VAL, ANC EDBCATIONAL SERVIVES

#.. T ., 1.23“1

.{.i"
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- CODE - TERMS ABOUT THE ACTIVITY MEASURES OF LIBRARY PROGRAMS

g

7o 700 ACTIVTTY MEASURES (contdnued)

oy
0721700 IRCULACTON SERVICED
- 1.21. 10 CTACULATION PRAVSACTION
AR General circulation transaction
12 Reserve circulation transaction
AR Other circulation transaction
.7.2Y.720 AEVENAD CRANSACT LN
J12VT30 - PrIPMETS CURCILA TTON TRAIEAC 0N
A, 7.21.7490 VONC AU LATED VLIS RESHE LV
'.LZIJSQ FULL-EXT (FTRIFVAL TRANSACT LN
’
t.7.21.760 DLAL A VEES CRANGACTLON
/ .
t.7.21.780, FYTRALTREARY oY
©.7.21.790 OVHER CIRCULATLON SERVL RS 4TIV ;

© 1.25.700 0 TYTERINGCEIUTIONAL EXCHANSE AND ORLIVERY SERVICES

+.7.25.710 INTFRLIBRARY [0OAY BORKONING A0V} 7Y
Al Items requested
12 Borrowing requests

.714 Requests filled within user specified time

19 Other inierlibragxglggp borrowing activity

t.7.2%.730 BULK BORRCWING

\

122

\;'\ L)

o

238

171

172

172

172

251

189

226

200

185

209

238

239

208

208

208

208

208

167

./ “
S
Page No. of Definition
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CODE TERNS ABOUT THE ACTIVITY MEASURES OF LIBRARY PROGRAMS Page No. of Definition
’l - I‘ -
T e.7.an. 700  ACTIVITY MEASURES (continued) .
1
+.7.25.700 IYTERINSTITUTTONAL EXCHANGE AND JELIVERY SERVICES (continued)
5.7.25.760  [NTERLIBRARY LOAN LSNDING ACTIVITY 208
‘\/ . - . 161 Lepding requests 208
/4 . -
\ 764 Filled requests * 209
i c .
. In original forma . 209
’ In reproduced ¥owmat . 209
\ - - - \ . L
- » Tt -, |- L . - "'q '
S :.7.25.780 7 3ULA LEADING N . 167 o
- ' £.7.2% 790 OTHER INTERINSTIDUTIOMML EXCHANGE AND DELIVERY SERVIVES
' g\ﬂi‘ﬂvrﬂ ' 239
) : +.7.30.700 COLLECTION uﬁ:‘r,omgursmvrcés - ) 239
s .
_£.7.30.710 z'zéz,ss ADDED TQ THE COLLECTICN RESOURCES 175
' > ..M perfodical 218
,'/ .l‘ %
ie 712 Book ) 218
ra
A L7119 Other materials format . 218
' o £.7.30.730  IITLES REMOVED FROM T[HE JOLLECTION RESQURCES 175
.731 Periodical . 218
. .732  Book S r 218
.739 - Other materials format 218
‘ 1 ‘ : v » ) S
£.7.30.770  PHYSICAL UXITS TRANSFERREY FROM UGENERAL LIBRARY COLLECTICN
3 . .
. . 0 QFF-SITE STQRAGE JOLLECTIQN : 175, 173, 174
~ “. £.7.30.790  OTHER COLLECTION DEVELOPMENT SERVICES ACTIVIZ 239
. n vt F 7
Q 73 ~ ' * . \‘ B
v ) ! H ‘ " |
. i ) 12 -~
.:' ’ N My L J
v « v
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; 2}60&  TERMS ABOUT THE ACTIVITY MEASURES.OF LIBRARY PROGRAMS Page No. of Definition
\ | ‘ | |
7. 700 ACTIVITY MEASURES (ontinued Y g
£.7.41.700 MATERIALS ACQUISITION SERVICES 240 '
. : ) i
“ t.7.41 .70 - MATERIALS ACQUISITION COUNTS 216
Rl Publisher source
w Government publicatiop 27
Domestic nongovernment pub]ication 217
FANS Foreign nongovernment publication 27
. 2 Mdteridls formatrof acquisitions 218
Print (or printed) material N 218
Book ! : 218
i Periodical . ’ 218
Other serials services \ 219
.Other print (or printed) material 219
Microform , 219
Other material ' (;,
713 Titles added 175
.74 # Physical units added L , 175
.1Ns Subﬁcrigtions maintained (including duplicates) 1267
4 .
716 Physical units and/or subscriptions received gratis or
through exchange 175, 267
N7 Physical units and/or subscriptions acquired jointly with .
t:, another library or agency _ 175, 267
719 Other materials acquisition counts ~ 216
~—
£.7.41.720 JRLER CARDS ENERATED : 227
t.7.41.730 PYRHASE ORDERS GENERATED : 247
t.7.41.740 BLANKET PURCHASE JRUERS MAINTAINED s s A 165:_
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CODE TERMS ABOUT THE ACTIVITY MEASURES OF LIBRARY PROGRAMS Page No. of Definttion
£.7.m:700  ACTTVITY NEASURES (continued)
£.7.41.700 MATERIALS ACQUISTITION SERVICES (continued)
«.7.841.750  APPRCVAL PLANS MAINTAINED 162
£.7.41.760  STANJING (CONTINUATION) DRDERS MAINTAINED 266
o O P
»
+.7.41.790 THEA MAERIALS ACQUISITION SERVICES )c'r.z VITY 240
. 17.44.700 MATERIALS IRGANIZATION AND CONTROL 240
+.7.44.110 CLASSIFICALT N SYSTEM EMPLOYED 172
/
AR 4 ibrary of Congress (LC) Classification 172
N2 Dewey Decimal Classification (DDC) 172
.13 Superintendent of Documents (Suloc) Classification 172
.19 Other classification system 172
£.7.44.720 . RECIASSIFICATLON mn
oy .
r.7.44.730 AUTHORIDY ZILES MATNTALNED 163
.73 Name authority list or file 163
.732 Subject authority list or file 163
.733 Serials authority list or file 163
738 Combined authority 1ist or file 163
.739 Other authority list or file : 4 163
+.7.844,740  CATALOGING ACTIVITY 169
741 Original cataloging 169



‘ N7-
. .
COOE TERMS ABOUT THE ACTIVITY MEASURES OF LIBRARY PROGRAMS Page No. of Definition
ca =.7.nn. 700 ACTIVITY NEASURES {continued)
r.7.44.70“ NATERIALS ORGANIZATION AND CONTROL (cont}ﬁuad)
. +.7.44. 7840  CATALOGING AcTIVITY (continued)
A
742 Derived cataloging " 169
Sources of derived cataloging 170 =
Automated network catalog record 170 .
Cataloging-in-publication 170
Library of Congress card or card copy 170
National Union Catalog * 170
Precataloged material 170
Other source ! 170
¢
.743 Brief cataloging 170
.747 Recataloging ‘ 170
’ .749-  Other cataloging activity 1” 169
»
£.7.48.750 A0 COPIES ' 161
' ¢.7.44.760  ADDED JULUMES 161
£.7.44.780  CATALYIS MAINTAINED 168
. 181 Type
Card catalog 168
Book catalog 168
Fiche catalog 168
i Microfiim catalog 168
Online computer catalog 168
Serials list . < 168
. Other 169
’ ’ .786 Catalog record production 169
- i Catalog records produced in-library 169
169

Catalog records produced via external"ﬁgents

-

o~

().
~ 0

e
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CODE TER?S ABOUT THE KCTIYfTY MEASURES OF LIB#A%Y‘PROGRAMS o Pegc No. of Definiti&;“
él{ _'.7.h§:7OQ';A&TIV[TY MEAHUSéS (continued) | €§%
.l. t.7.44.700 m:"iﬁmw ORCANIZATION AND CONTROL (continued)
.7.44.780.  CATALUGS MAINTAINED (continued)
.787  Catalog activity 168
Catalo@ records added te catalog 169 ¢
Catalog records deleted from the cataloy 169
Catalog records replaced with new records 169
:.7.44.790 CTHER MATERIALS ONUANIZATION AND CONTROL JCTIVJTY 240
2.7.87.700  VLIECTION MAINTSNANCE SERVICES 241
«.7.47.710 il BT OW RESOURCES MAUINYENANCY ACTIVITY 177
.71] Binding and rebinding 177
WAK! Materials conversion 178
. 115 Preservation 178
| 9 Other collection resources maintenance activity 178
) £.7.47.720  PHYUIONL PROCESSING 23
t.7.47.790 ITHER COLLECTION MAINTENANCE SERVICES A(?TIVI.T.'ES 241
+.7.50.700 ADMINISTRATIVE SERVICES AND ADMINISTRATI VI‘ SUPPURT SERVICES ' 24
£7.50.710  LIBRARY ENPLY )’E'ES. | -y 188
e Jn Service months of personnel administ?red 188
712 Headcbunts of personnel administe;ed 188
’
£.7.50.720  EXPENDITURES ADMINISTERED | 194
;.
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TERMS ABOUT THE ACTIVITY MEASURES OF LIBRARY*PROGRAMS

Page No. of Definition

IB.! )
CODE
+.7.1m.700
t.7.50.700
Q
t.7.50.730
¢.7.50.740
A
R N
e
-4 »

ACTIVITY NEASURES (continued)

ADNINISTRATIVE SKRVICES AND ADNINISTRATIVE SUPPORT SERVICES
(continued) .

)
4

UND BALANCES

v

CURRENT-FUND REVENUES

.

199

181



_not specific -and are therefore listed as "nn," allowing substitution at
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.
Users of Library Programs

The user component of the Handbook parallels the target group
measures outlined in Section C of this chapter. Appropriate descriptors
whichimost closely correspond to the type of users of the 1ibrary should
be eﬁp]oyed by the individual library. For academic libraries, users
have been described in terms of the types of Students, the disciplines
of students and employees who use the' 1ibrary, and nonmembers of the l '&f‘
target group. These data NEFd to be 11nked to the types of uses nmde by
these individuals. For public libraries, users have been defined by age
and residence and should be examined along with the type of use associated
with these groups. Similarly, in special libraries, users can be cate-

gorized by the research or information interest of the user, along with

" the levels and types of use made of the library. For school libraries,

the level of students and the types of materials may be explored. Type

of use is gererally measured by the prdgram employed as designated by the

code "nn" within the classification structure. It should be noted that

the special and school library components are still in the developmental
stage.
R :
The general code for users of library programs is £.7.nn.200, where
"t" is the type of library and "nn" indicates the programmatic category.
This classification parallels the code £.2.00 for target group. Since
descriptions of the users are tied to the type of library, the type of

library is 1nc1uded—1n the code. However, programmatic functions are

-

A

the appropriate time.
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Page No. of Definition

' -
TERMS. ABDUT THE USERS OF LIBRARY PROGRAMS

) <. 7.1.200 USER GROUP 270
\ . : 1

.201 Census date ]7]}

N [

.202 Headcoupts of user. group 204

£.7.m.210 USER GROUP IDENTIFIERS/TRAITS

211 Individual identification 268

.212 Age ranges ; 161

213 Sex T 262

' .214 Race/ethnic identification 249
.215 Handicap category 203

5 & '

.216 Language proficiency 212

.217 Disadvantage status 18%+

T .}0'

1.7.1n.220  ACADEMIC LIERARY USER SROUP M . 159

N \pt

.224 Academi¢ student counts of user group ~ ~ 160

Aéademic student fevel 160

- Undergraduate students 160

Graduate students 160
Nondegree/nondiploma/noncertificate students 160

Academic student major program 160

.225 Academic institution employee counts of user group 188

. ¢

Research (instruction) employee 252

Discipline/subject matter 252

. Level of research involvement 252
Other academic institution employee 188

.229 Other academic library user group 159

¥
f

| Y K
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TERMS ABOUT THE USERS OF LIBRARY PROGRAMS

Page No. of Definition

/ 3
CoDE
+.7.1n,200
!
2.7.mm.230
232
.233
| .234
1239
3.7.nn.280
.244
245
.249
. 4.7..250
S 5.7.un.260
: 262
w
bgj g 269
) _6.7.nn.27o'

272

JSER sROVP (continued) S
(/
PUBLIC LIBRARY USER GROUP

Educational attainment (of adult library user)

Employment category (of adult library-user)

Family income (of adult library usewy

Other public library user group

w

3CYO0L LIBRARYAMEDIA CENTER USER GRCUP
School grade or year enrollment of student user
Headcounts of school employee user group

Other school library/media center user group

SPECIAL LiBRASXY SERVING AN iNSTITUTION OF POSTSECONDARY
SHUCATION USER GROUP

(see descriptors for academic library user group)

SPECIAL L1BRARY [N THEE PRIVATE SECTOR USER GROUP

Headcounts of parent institution -employee user group

”

Research (instruction) employee
Level of research involvement
Discipline/subject matter

Other employee

-

Other special library user gfoup

SPTCIAL LIBRARY MAINTAINED BY AND SERVING A GOVERNMENT
AGENCY USER -GROUP

Government offic¢ials who use library

131 -

o4y
187
246
246
247
256
258
204

256

266

266

204

252
252
252
188

266

266

265
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cobE TERMS ABOUT THE USERS OF LIBRARY PROGRAMS Page No. of Definttion
+.7.m.200 USER ZROUP (continued)
6.7.m.270 SPKC, I BRARY NAfNTAl'NED BY AN!r SERVING A (COVERNNENT &
AGENCY USBR GﬂQUP_(continucd)
.273 Headcoynt of agancf\euployee user groyp 204
Research (instruction) employee 252
Level of research involvement 252
Discipline/subject matter 252
Other employeg 188
.274 Contractors to the agency in user group 266
.279 Qther special library user group 266
6.7.1m.280 TYDEPENDENT UPXCIAL LIBRARY USER GROUP 266
. e
(categories of target group should be self-defined)
6.7.nn.29%90 266

OTHER SPECIAL LIBRARY USER GROULP

(categories,o% target group should be se]f—defined)

A

4
J—
O

I\J

L%
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Outcome or Performance Measures

Outcome measures represent a major compbnent éf management informa-
tion; one which is difficult to articulate and measure. In reality,
divisionshwithin a library exist to carry on a number of activities.

These activities are %ranslated,1nto objectives which should be quanti-
fiable and combine to form programs. Outcomes are measures of the results,
impacts, or conéequences of programs which represent what the library

sats out to do. |

From a practical standpoint, the measurement of impact continues to
be elusive, if not impéSsible. Examples of outcome measures that are
concerned with impact illustrate the complexity of outcoﬁe measures . For
example, the dollar value of improved decisions or the impact of the inter-
library loan program are intricate and difficult to measure. This is most
é]early exemplified in the academic or school library where the concept
of impact df the library is linked directly to the assessment of educa-
tional outcomes or results of the educational program. In this case, it
is imbossib]e to disassociate the impact directly attributable to the
library and that 1inkeq to instruction. Given these obvioué complexities,
the,concept of outcomes has been translated within this structure into
terms of performance measures--a decidedly more realistic concept to
codify and measure. | |

Performance measures represent a set of méasures ghat assess the
ldprary's level o?'objective.attainment. Performance measures have two
perspectives--internal and e;}ernal. The thernal'perspective relates
to the level and adequacy of performance that are managerial éoncerns of
the 11brary.‘ For example, the error rate of personnel and fiscal trans-
acésons is' a management concern. In contrast, the external pe;spective

133

.
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L of performance concerns the ability of the library and 1ts activiﬂCes to‘
- meet the needs of the users. An example of a perfogmance measure *rom
_ this perspective 1§ the user satisfaction with 1nformation services\
As is readily apparent from the discussion thus far, the area.éf
outcome/performance measures is-one that is yet developing Nonethe;ess,
a number of criteria can be isolated as critical to institutional perkor— ‘
mance. These criteria include:
1. policy effectiveness

operations effectiveness (including user satisfactfon)

resource effectiveness

S 0w N

budgetar& control

work env“ronment/staff mora]e_ ’

6. staff com&etence

7. productiv{&y | : v
8. accuracy |
9. timeliness ‘
These performance variables are app]jcable.;o eath of the functional

areas of- the library. The idiosyncratté_nature of performance measure-
.meént, and the fact that outcome/performance measures must be closely
linked to specific objectives of the individual library preclude dictating
specific performance measures. This circumstdnce.necessitates a very.
individualized approach to the development of 0utcome/performan¢e mea-
‘surement.

By way of example, a number of possible performance measures are

proyided here: .

1. Policy effectiveness: pércént of reference questions answered
by re¥erence collection; percent of circulation that is re-
newed; user satisfaction with circulation policy.
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2. Qperations effectiveness: user satisfaction with library pro-
grams; percent of interlibrary loan borrowing requests filled
through first channel queried; number of order requests by
users for materials already on order or in the collection;
percent of .purchases which circulate within a year of receipt.

3. Resource effectiveness: percent of grant/contract applications
awarded; percent increase of current year revenues over previous
year.

4. Budgetary control: percent of total budget spent during year;
percent of materials acquired at less than publisher's stated
price; operating surpluses arising from provision of user
copying services.

5. worg environment/staff morale: employee satisfaction; average
number of sick days taken per employee; employee turnover rates.

6. Staff competence: experience in job; user satisfaction with
Tibrary-employee attitudes.

7. Productivity: amount of activity performed per dollar expendi-
ture or service months of personnel.

8. Accuracy: percent of reference questions answered accurate]y,
percent of items reshelved correctly; error rate in circulation
v records; error rate of catalog entries; percent of total col-
lection recataloged due to inaccuracy.

9. Timelgpess: lag time between receipt of reference question and
respoffse; percent of interlibrary loan borrowing requests filled
within user specified time; percent of total purchase orders
issued that are out-of-stock; number of days required to catalog
the backlog; percent of items requested while in cataloging pro-

. ‘ cess, median/modal elapsed time required for physical processing.

LY

o Since each of these performance measures is tied to a programmatic '
function, egph appropriate function is coded. The genéral code for per*
formance is t 7.11.80, where "t" indicates the type of 1ibrary and '
1nd1cates thexprogrammatic categories.

'Specifically, classification of performance measures is as follows:

t o\ type of library

t.7 program data code )
t.7.nn programqétic function, level 1 or level 2 ~ . 'f
. t.7.nn.8 | performance measure code .
Qo . t.7.n.80 . performance variable, 1 through 9 as listed above

e
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QUTCOME OR PERFORMANCE MEASURES OF THE LIBRARY

.800

810

.820

. 830

s 1.

'.7.”!1.

.7 om

t.7].mn.

. 840

1. 850

860

870

.880

890

QUTENE DR PERFORMANCE MEASUREY
A

: _ .
POLICY SEERCTIVENESY %
R
WERATIONS EFEECTIVENRSS o
1Y
RESOURCE KEFFECTIVENESE
BUDPGETARY  “ONTROL

W RK ONVIRONMENTWCARE MORALE

SEVET SOMPRTEICE

1 CCURASY

FIMELINESS

Page No. of Definition

234, 23%
23
234
2‘34
234
234
234
234
235

235
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; ' ‘ Having compieted the structure of %Tonnatiound having out.lined
*  the intended uses of this andboo_k, it is appropriate to evaluate two . ‘-

\n‘ )

majdr facets of da,ta—ucollection and use, _As underlined in earlier

chapters of this Handbook, specific deterﬂnation of the*ypes%f “data

_ to be ¥ollected at the individual Hbrary is‘ {;:'g\big\ dependent’ upon the
. types of/data uses and requirements of that setting. Jaisrefore, specific | {
coHection techniques/a’nd specific’ 6)ses cannot be i’tu documented in

such a broad guide as the Handbook However, a number of general gui de-

Hnes and suggestions for! data coHection and use si‘uld be addressed.

: Principles of Data CoHection and Reporting . .

In order to ensure :accuracy and u”tility in a system of data, a num-

ber of guide]ines should be observed. The Amer\)an National §ta.ndar

" Institute (ANSI) Z39 Subcommittee on Library Statfi&is (239 7)
i ° enumerated several basic principles of data collectipon and data pre n/
7 _tatiorr/he following six general principles are provided here wi th
K comments (in italics) rela@ing these to the Handbook

~ t

v 4

v : . ' Coa # S
. 1American National~Standard for L’ibrar Statistics, Draft.for Discussion,
.« T978. Wembers-o ; ETTen Altman, Indiana University;
Evelyn -Daniel,.. Syracus niversity;. Rona]d Dubberly, Seattle Public e
Library, Janice Eeye-Stukas, Minnesota Offiée of Public Libraries; &
."James Schitidt M§tate University of New York at Albany; and Katherine '
w\/\p Emerson, Chair, Uni\?ersity of sachusetts Library at-Amherst. : : &
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Geheral Princ%ple 1: Agreement of Expenditure Categories with other
Reporting Categories. ) . .

v -

The same categories should be used for expenditures as used in the
rest of ‘the report for staff, resources, services, etc. Every
category in which expenditures are to be reported should glso be
separate]y 1dent1f1&ble

(This pmnmple has bgen accommodated within the Handbook by the
use of standard catejories and levels of detail common to both
program measupes and resource mgasures. ) :

_ General Principle 2: Need for“ﬁstimates

If an exact fignre is not aVailable for a particular item, But the

“amount 1S Known to be greater than.zero, the library should eriter

an estimate of the amount and indicate that the figure 1s an esti-
matg by parenthesis ( ). v "

L4
r

(Whila eatimatea are af -particuldr importance where information i8
unavatilable, such estimates should be based upon rational-assess-~
ments; estimates whtch are grossly inaccurate should not be re-

ported.)

1ncgple 3: Accountability of Categories,._

Repoffing should be in mutually exclusive categories insofar as
possible, w0 th esources; -expenditures’, etc can be derived
1sted by categories

from subtota

(Both the cZaeszﬁLcatwn aWj glossary stress elements of information
which are both mutually exclusive and additive; caution should be
exercisgd, however, when combining data, such as number of titles,
from groups of libraries, if such data may be duplicative from,
getting to setting..)

Gemeral Principle 4: Collections as Resources.

Collections should be"‘treated insofar as possible ds resources that
are available to users as intellectual resources 1ndependent of
physical format (so that, for example, one library's holdings of
a-particular series of 20 volumes is listed. as the resource equiva-
lent of another library's holdings of the same series in the form
of reels of microfilm or a number of microfiche).

(Collections are handled as resources within the context of the
structure of information. Both measures of physwal dimenaiong,and
intallectual content are provided. The former is necessary for
such management cgneerns as facilities planning and equipment
access; the latter is necessary .to provzde a meagure of collection
content.) : -

Y
'

w 13(’5

4 -
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General Principle 5: Equipment Required for Nonprint Materials.

" Where nonprint material can become accessible to human users only
when amplified, projected, or mageified, the equipment necessary
for this purpose becomes an integral part of that collection and

- should be considered in relation to the materials.

(Bquipment, in gemeral, is considered as part of the resources
avatlable to the library throughout the Handbook. While those
pieces of equipment required to access nomprint materials are not
congidered to be a part of the colleotion reaources of the library,
the classifiocation atructure employed allows for appropriate links
to be made between materials typés and related equipment.)

General Principle 6: Reporting of Incomgﬂin a]l Forms.

N >
A11 income should be reported, whether it comes in the form of money
or in-kind materials; or services, provided by*he regular budget,
by government subsidy (e.g.,'CETA employees, workstudy students),

by volunteers, donors, or whatever source:

(While such a reporting rigor may be desirable, evidence sugyests
that this principle, although sound, is impractical. The value
of donated services and donated materials, for example, needs to
be considered in context. The basic question of value is dependent
upon whether the library would have procured such materiale or
services ordinarily. For this reasom, the Handbook examines only
those servldes provided to the library which are significant to the
library. In the case of donated materials, examination ig8 given to -
the volume of materials acquired and kept through gift. Sérvices

- and other items which are provided . through government subsidy or
other source of income are considered as income to the [ibrary, if
such services or items are significant to the Library.)

A few additional points about data collection should be made. Cer-

-tain types of information-gathering--such as tﬁat about users and perfor-

14

mance--may be too burdensome to incorporate into routine data collgstion
activities. Due to the costs associated with collecting information, data.

collection can be reduced through sampling methodologies, and sampling

‘should be pfefekréa'oyer'extensive data collection. For certain informa- -

_ tion, however, sampling is inappropriate (e.g., gggkgsrsonnel, financial, .

: - »
and facility data). The library administrator should be aware of those

data collection activities which are conducive to sampling, and follow

, appfoprﬁate-methodologies. "
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In order to avoid duplicative éo]]ection activities and to guarantee
a higher degree of accuracy in data collection activities, it is of par-
ticular 1mport$nce to identify suitable data collection points within the
l1ibrary. Increasingly, 1¥brary automation prévides data by-products which
are useful to manaéement information. For this reason, the library manager
should tap this capacity for informatton and avoid unnecessary manual data
collection routines. In manual systems, it is ;mportant to note that
information is most accurate at the source; thus, data co]]eb{jon rout ines
should, to the extent possible, be provided as Sy—products of the library's
éctivity.

Finally, better information is to be preferred over more information.
In determining the types of data to be collected at the individual library,
information should be -gathered only when and where justifiable, and not

for the simple exercise of data co]]éction.

Guide to Levels of Reporting

As indicated earlier, this Handbook is not intended to dictate the
types of data collected by the individual library or by groups of libraries.
However, in an effort to identify the information needs at ng??ona] and
state levels, an attempt has been made to isolate those types of data
which are required at the local level to meet‘the perceived information
needs of external agencies and organizations. Figure 4 presentsfga over-
view of the typés of data which are suggested as ﬁliﬁﬁng the needs of
varying levels of data collection. Within this context, @lements iden-
tified and defined in.this Handbook have been detaildd at ﬁeve] IIT of
this figure; combinatigns of these elements are identified in Levels I -
and II. This bfoad examination“suggests the ,types of data which.might be

L

desirable at state levels in Levé] II and at(nétional levels in Level I. \

- 140 )
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LEVELS OF ENVIRONMENT MEASURES: EXTERNAL SETTING
AND INTERNAL ORGANIZATION

LEVEL I LEVEL 111

~ LEVEL 1] _

IDENTIF LCAT 10N IDENTIFICATIQN IDENTIFICATION

Corporate name of parent organization
ANSI Standard Library ldentification Number (SLIN) ] -

‘| Location

- _Address ‘

: U.S. congressional district
State senate district

State legislative district

. City
County

Standard Metropolitan Statistical Area

State/territory

4

LEGAL CONTROL/IDENTITY

LEGAL CONTROL/IDENTITY

LEGAL CONTROL/IDENTLTY

Federal/dominion
State/province 3
Territorial

School district(s)

Public >

Public

W '

County/borough (or counties)
Regional
Municipality (city, township,
| etc.) -
Other '

Praoprietary _
Independent, nonprofit

Private

4

Private

Other

Affiliated with a religious

l group
Other

Other

Other

/ LIBRARY TYPE

i
LIBRARY TYPE

.Acadcmic Tibraries

Academic 1ibrarias —————

Public libraries

Public libraries— -

LIBRARY TYPE

Two-year .
Four-year
L'{Univcrsity
Other N

Urban

L1

School libraries

“Rural

Junior high school:
Middle school

School libraries

FElcmontary school

Other school

141
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N >

LEVEL I LEVEL 11 VEVER LJL
L I BRARY 'TYPE ’ LIBRARY TYPE L [BRARY TYRE

rLaw 1ibrary in an academic
institution
LMedical/health sciences library
in an academic institution
-Special libraries in -En?intcring and sciences library
academic institution n an academic institution
settings - Theology library in an academic
tnstitution N
LArts and humanities 1brary in
an academic institution
LOther special library {n an
academic institution’ ’

\ , -Special library in trade and
]_ profaessional organizations
/ , {including trade untons,
county bars, technical
societies, and other trade
and professional organizations
. -Research and development
FSpecial libraries in the organizations '
private sector -Marketing organizations

Special libraries ' L Production organigations

, ! L Business and service organiza-
tions (including banks,
hospitals, law firms, and
other business and service
organizations)
LOther special libraries in the
private sector

-Special libraries in Federal
-Special libraries in agencies

Federa), state, or local Special libraries in state
government agencies agencies

LSpecial libraries in local
agencles

L Independent !ibraries——————Independent libraries

Al Fy -0ther special libraries-————-—-6ther special libraries
- : , RELATIONSHIPS TO OTHER RELATIONSHIPS TO OTHER RELATIONSHIPS TO OTHER

Y. ORGANI ZATIONS AND OTHER *° ORGANIZATIONS AND OTHER ORGANIZATIONS AND OTHER
" LIBRARIES L IBRARIES L IBRARIES

'

Cooperative endeaQOrs
Identification of cooperative, petwork, or consortium
Corporate name of cooperative, network, or consortium
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LEVEL | LEVEL 11 LEVEL 111 o
RELATIONSHIPS TO OTHER RELATIONSHIPS TO OTHER - i RELATIONSHIPS TO OTHER
ORGANIZATIONS AND OTHER ORGANIZATIONS AND OTHER ORGANIZATIONS AND OTHER
LIBRARIES LIBRARIES : LIBRARIES
rAcademic libraries
FPublic 1ibraries
-School libraries
FSpecial libraries in an academic
. _ . tnstitution setting
Number of cooperating Numbe; of libraries»jn | FSpecial libraries in the private
Vibraries in each region, state, etc. sector
cooperative, network cooperating in each Special libraries in Federal
or consortiﬂm ’ cooperative, network, government agencies
- or consortium -Special libraries in state
: government agencies
LSpecial 1ibraries in loca)
) government agencies
‘ X - Independent 1ibraries
o, ! ] ~Other special libraries

-

Activities sponsored by cooperative, network, or consortium
Collection development services
Materials acquisition
Materials preparation
Interlibrary loan
Information services

Other
SERVICE OUTLETS AND ’ SERVICE OUTLETS AND SERVICE OUTLETS AND
FACILITIES AVAILABILITY FACILITIES AVAILABILITY FACILITIES AVAILABILITY
Central (main) library )
Number of branch libraries
: 2 Number of service Qutlets———4=+Number of bookmobiles/media
Facilities availability ( mobiles
(total hours <« number : Other service outlets
of service outlets)
~Total number of hours Number of hours annually that
annually, that service————4— that each service outlet is
outlets are open open
SERVICE POINTS AND ) SERVICE POINTS AND SERVICE POINTS AND
SERVICES AVAILABILITY SERVICES AVAILABILITY , SERVICES AVAILABILITY

Number of service points
within central (main) library

. Number of service points

[Number of service points.—— within branch libraries

Number of bookmobtle/media
mobile stops

Number of service points
within other service outlets

Services availability
(total hours -+ number l

of service points)

Total number of hours
. annually that service
points are open

b~ Number of hours annually that
each service point is open




P L

LEVEL 1

-136-

LEVEL I

LEVEL 111

COLLECTION AVAILABILITY

Collection availability
(total hours -~ number
of collections)

COLLECTION AVAILABILITY

Number of discrete
[ collections

‘ lTotal number of hours
annually that
collections are open

4

COLLECTION AVAILABILITY

—Number of discrete collections

b Number of hours annually that
each collection is open
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LEVELS OF MEASURES: rasggv-caoups
LEVEL 1 nggL 11 LEVEL 111
TARGET GROUPS OF ACADEMIC TARGET GROUPS OF ACADEMIC TARGET GROUPS OF ACADEMIC
LIBRARIES "L{BRARIES LIBRARIES

Enrollment

-Undrrgraduato headcount

Institution employees

-Gradhnte headcount

|
i

-Nond&groe/mndiplm/ —rarad
nomcertificate students

lnstfhctional/research,______
[ perionnel headcount '

headcount

TARGET GROUPS OF PUBLIC
_LIBRARIES

TARGET GROUFS OF SCHOOL
LIBRARIES

Undergraduate enrollment by
discipline

Undergraduate enrollment by
status (full-time, part-time)

_{Graduct‘ enroliment by discipline
Graduate enrollment by status
(full-time, part-time)

—Nondegree/nondiploma/noncerti-
ficate students

Instructional/research personnel
by discipline

Instructional/research personnel
by status (full-time, part-time)

lOther emp]oyees-headcount,_._

© TARGET GROUPS OF PUBLIC
LIBRARIES

Primary servite area

Population of primary service area

~ - ’
TARGET GROUPS OF SCHOOL
LIBRARIES

_ . . - -

Average daily T?mborship

_[Other exempt nmbloyees
Nonexempt employees

TARGET GROUPS OF PUBLIC
L IBRARIES

TARGET GROUPS OF SCHOOL
LIBRARIES
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LEVEL 11 / .

LEVEL I11

"TARGET GROUPS OF SCHOOL
LIBRARLES -

TARGET GROUég 0F SCHOOL
LIBRARIES

Lowest and highest grades
or years

Grades represented- by

TARGET

crélPS OF SCHOOL

LIBRARIES

Grade enrollment or year placement

-Grade
+Grade
-Grade
-Grade
-Grade
-Grade

reporting school

-

TARGET GROUPS OF SPECIAL
LIBRARIES

TARGET GROUPS OF SPECIAL
LIBRARIES :

Employees of parent organization

Affiliates of parent organization

Other users

-Grade
-Grade

| Forade

-Grade
-Grade
-Grade

Prekindergarten

N\ /

-

O NN BN

p—
-_ O

12

-Over grade 12
~Ungraded

year o~

ORI N ddWN

years
years
years
years
years
years
years
years or above

TARGEY GROUPS OF SPECIAL
LIBRARIES
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LEVELS OF MEASURES: COLLECTION RESOURCES

LEVEL [ : LEVEL 11 LEVEL (11
COLLECTION DESCRIPTION COLLECTION DESCRIPTION COLLECTION DESCRIPTION
-800ks e B00ksS
Periodicals (bound, unbound)
fooks and other print Serials T—f-{ﬂmmmn
materials Other serials (bound, unbound)

. e

' Vertical file materials
LOther print naﬁorials-———-—-——{

Pamphlets ( tn vertical files)
char prigp *Qrinl

Microfiche or microfiim card
Microfiim

Microform . Microform Ultrafiche :

Other microform materials

Audiodisc

Audiopage

Audiotape : .

Other audiqigqo ings
o'i&"l-

FAUdiOCll‘d

rAudiorecordings t

rComputcr print9 d
L Computer materials Magnetic storagd
* l-Otzhcr cqag?ter materials

Videodisc
Other recorded electronic display
material

. Videotapé
-Eleﬁtronic display material-—--{

Other materials 2

Motion picture film (reels)
Slides

_ Othey projected and magnified
Vi ! material

-Projected and magnified

Filmstrip reels/filmstrip sets
material —{

Pictorial representation (atlas,
chart, map, picture, other
pictorial)

_ -Score

LOther material ' Three-dimensional material

' -Kits

-8raille material

-Manuscripts

.Other material

Titles of books and bookstock

ot

Titles of periodicals and other sertals

‘Titles of other print and print facsimile

| ¢ ‘ | ‘1‘4 ?' I | .
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LEVELS OF MEASURES: FACILITY RESOQURCES

9

ROOM USE CATEGORIES

' . | Assignable square foo€

ROOM USE CATEGORIES

Assignable square feet

~ of user area

Assignable square feet

of user are2

N

N

of stack area

o

Assignable square feet

Assignable square feet
of stack ares E

.\\

Assignable square feet

of work area

of work area

Other area =

Other area

Linear feet of shelving

Open stack/reading room
ﬁEOff-sito storage area

wSpecial

ROOM USE CATEGORIES

Assignable square feet of:

—

Clagsroom and laboratory
facilities

General use facilities

Study facility {(reading/study
room, user infbrmation area)

Stack

e faciltty

ffice fa ity

Linear feet of shelving e

s
L

Off-site storage area
Other service outlets

ihtin? capaciéy\
Main library

Seating capacity

-
A

Seating capaéity -

Saa.

Handicap access

Branch libraries
Lother service dué\gfs

e _

o
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LEVELS OF MEASURES: FINANCIAL

LEVEL 111 |

tul(t'

LEVEL |
FUND SOURCES (INCOME IN FUND SOURCES (INCOME IN FUND SOURCES (INCOME IN 0
DOLLARS) DOLLARS ) DOLLARS) ‘ '

federal sources

federal appropridtions

Federal sources

-

State sources

LFaderal contracts and grants

_rState 3pprbpr||t|ons

State sources

’ Local or regional sourcﬁs

.

Local or regional $SOUrces —~—

Revenue sharing

LState contracts and grants
i
Local or Feg¥onal ‘contracts
and grants

Revenue sharing

Revenue sharing four

Other sources

-Private contracts and grants-—4—Private contracts and grants

Generated income

-Generated income “

rEndounlnt income
Private gifts and

0BJECT OF EXPENDITURES ///

Persannel costs

L 2

contributions

Endowment income
Private gifts and
contributfons

Other income

-Other income

~-Transfers-in

OBJECT OF EXPENDITURES

»

FSalaries and wages e

Trans?crs—in
OBJECT OF EXPENDITURES

_[Exempt employees
Nonexempt employees

Exempt onbloyocs

“Fringe benefits

LNonexempt employees

.quuipmtnt rental
Contracted labor

Supplies and services

Other operating costs

[Noncapital equipment

Plant operation and

ettty a cost it

maintenance

LOther supplies and sarvices

~—————1—Noncapital equipment

—Plant operation and maintenance

_{Local or regional appropriations

n
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L

LEVEL I LEVEL 1T

LEVEL I11

0BJECT OF EXPENDITURES OBJECT OF EXPENDITURES

A

~Library materials

Expenditures for:

-Print material

-Periodicals purchased on
subscription .

axpend{ tures

Current collection
expend{itures

-ColTection maintenance
axpendi tures

expend{ tures

Current-fund eipendi:urés
‘ for capital assets
' »

Capital costs
L

Leased cd1lection material |

Other print material purchased
on subscription

tﬂicroform material

Other material

Leaased collection material

Binding and rebinding jekiéuding
laries of library parsonnel
Materials conversion
Other collection maintenance
expenditures

;{NQQ branches

Other current-fund expenditures
for capttal assets

15{).

= 4

OBJECT OF EXPENDITURES ‘

\ g
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. LEVELS OF MEASURES: PERSONNEL' ,
LEVEL I © LEVELII _LEVEL 11] K\\E‘\
EMPLOYEE CATEGORIES . EMPLOYEE CATEGORIES EMPLOYEE CATEGORIES | -
' _pExecutivehdmi nistrati ve/-,-(— —~Execut ive/administrative/
Exempt (professional) .mnayrial mgnagcri‘al .
- edployees l v L | rLibrarian
¥ Specialist/11brarian —————ittMedia specialist
g . Other specialist
€ 5 . ) A ,
- ! \ Library technician . ™
. Techntcal Media technigian’ "L
. . . ) (Other technical,
Nonexempt (other) : . : ™ _
employees ' [Office/clerical A{S:S:Qtaria!/cler!cal "
e Service e . Service w .

¥

N

4

P

- El)onated services

Contracted seryices

Ky

— ——t .
Stude%;isi stants

LSex' 1. -
. Male 3 -~ -~ !
female -

)

-

- A

] . . »

Tt

: . 5
3
\ v N

SALARY LEVELS OF EXENPT
EMPLOYEES (FULL-TIME QNLY)

[}

Racial/ethmi¢ categories | .

»

Haridicapped status | .. -

SALARY LEVELS OF EXENPT o
EMPLOYEES (FULL-TIME ONLY)

&

“ SALARY LEVELS OF EXEMPT

" $15,000

&

N K

- . 3 -

Below $7,000 - 3155999 1
$7,000 --$7,999 <=  $16,000 - $18,999] !
‘8,000 - ”.999 SIQ;OOO - 2] ’999 -‘..", - .
$9,000 - $9,999 $22,000 - $24,999 ] ' .
$10,000 - $10,999 $25,000 - $29,999 | .~

"1 $11,000 - $11,999 $30,000 - $34,999) "
$12,000 - $12,999 $35,000 - $39,999 | .
$13,000 - $13,999 $40,000 - $44,999
$142000 - $14,999 $45,000 and above -

’

- .
: . 3 »

],by headcount, service months, and/or.status (full-time or baﬂat‘im}g

f

~ ¥

o

| ~Z'E;J£;,,

it .

3
-
LT

E!}PLOYEES {FULL-TIME ONLY) !

M. |

ER
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LEVELS “OF MEASURES: ACTIVITY

. WEVEL D . . Y LEVEL'T], CLEVEL 111 | n

ACTIVITY MEASURES . . { ACTIVITY MEASURES _ ‘ACTIVITY MEASURES
K - :

Directional trapsagtion Directions] transactionee———g=——0irectional transaction
- -y i R - .

. : . rCataloging information trans-

’ ) 1 action

o , S -Readers or research advisory
- - - - B S : transaction _
Reference transaction dee Reference -transaction . Fact-finding transaction
- : S bLiterature search transaction
. * . o - ‘ -Community referral transaction .
_ . T ‘ g . | pOther referral transaction
- : : -Research and analysis -transaction

L

Lectures? 2,
Media presentations
Storybook hours? 2
Other group presentation

13

+ L LiLrary toursz-
: [

Group trgnsactionz

o Group transaction

. | F11Yed interlibrary loan lending requlsfs

Items requested through 1nter|1brﬁry’lqdn : \

Number of current periodical
/ L S o subscriptions recefved
& ‘ 4 . (fncluding duplicate titles)
Number of current newspaper
_ - _ subscripttons received
. : T . (including duplicate titles)
. - ) B Number of other current serial
- N subscriptions received

. : o _ (including duplicate titles)

A

Subscription§ received” Suﬁscn@ptions‘recetved

N »
. :

ﬂumber_;f physical units of books 1n print acquired
Number of physical units of other print materials acquired

’ﬁ Number of physical units of nonprint materialsjacquired _
- i Number:of physical units.of government puyblications acquired. ,
; Number of physical units of foreign publications (other than government documents )
L Number of ‘domestic publications {other than government documgnts)

Titles acquired ' . . :
Number of unique subscriptions maintained
Number of gifts received and retained
Number of joint acquisitions "

[N

~

. ¢ ’
2by headcount attendance and number of transactions : '

. 155 T ¢ e
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Presentation. of the Data - .

¢

Preseptation of the &Lta about library programs and rcsoucces_dépénds‘
upon: the purposes and requirements of the information. 'Typfially, for
rupofting'purposes, a standard formgp.is employed by the ggdﬁcy or'orga-
nization requesting inforpation'aboﬁt the }ibrary. However,‘for'certain |
purposﬁs--for'example,'breq?ntations to the parent organization or to the
constituency of the 1ibrary-~the 1ibrary mahager muy wish to organize the
data in a manner more appreriate to the audience and to the purposes.of
the presentation. 4

Combinations,of the programmatic activities (outlined in. Figure 1)
may be useful for certain types df preseﬁtation. Several aiternat;ve
combinations are available and can be selected for varying purposes.
Combinafion of materials-related services (i e., Resourte Distribution
Services; Technical Services) provides the 11brary manager with a picture -
of those largely iﬁzggiory aﬁd_housekeeping fuﬁtt;ons of the library.
Similarly, content or ihformation-relate&hactivities (i.e., Cultural,
Educational, and Inforﬁatfo;_Services;’Col]ection Development Services)
can be separated. Thi;‘aatte}‘combination highlights those information
activities which are useful to promotion pirposes. (

AMternatively, those activities which are basic'to4the:pro§1sﬁoW'of |
information and ideas feggrdleé§ of the source.or ?orméi of fhat infor-
mation (i.e. ,’Cultural Educationa], and Inform&tion Services; Resource
Distribution Services) can be Tinked for other parposes useful to the

library manager . In this manner, all functions of the library can be

viewed as the manipuTation ‘storage, and provision of information to .

-mcet the need§ of the 1ibrary user. Using this latter conceptual base,

;the programmatic categories are grouped acqording te development and

155
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¢

maintenance of the resource (i.e., Collection Development Services;
Technical Sefvices) and the use «of these resources or service activities
(1;e., Resource Distribution-Services; Cultural Educatiopal, and Informq-
tion.Services). Fjguré 5 displays "these alternative combinations of pro-
graﬁmatic activities. The manner in which these programmatic activities

. are combined or prioritized is left to local option, based upon political

and promotional needs. e . Ty
_ y - &
Figure 5
RELATIONSHIPS OF PROGRAMMATIC CATE_GORIES4 Do
: Content-Related <7 Materials-Related
. ’
“Cultural, Educational, | Resource
Direct User Services and Informational Distribution
| | Services Services
' Collection ‘
Indirect User Sefyices Development Services Technical Senvices‘*
5 " y
Support Activities - . _ Administrative Services «

-

Difficulties Associated wi thin Reporting

J " There are a number of areas of information which require further
consideration in the context of reporting. These areas are associated
wjth accounting for services and products which are mul;i—éburced or
hu]ti-purpose@ An obvious éXamp]e-is Eompﬁter support which.assistg a

variety bf programs within the library. Increasingly, biblipgraphic data

. !

_"4Adépted from Emerson, Katherine, presentation at first meeting of the

_ Project Review Group, Chicago, April-11-12, 1978. Results of discussion
a ~ of Virginia Cesario, Susan Crawford, Ronald Dubberly, Shirley Echelman,
Katherine Emerson, Janice Feye-Stukas, Jan Keene, Scott Kennedy, Mary Jo
Lynch,  Elinor McCloskey, Niek Osso, Jim Riley, and Eldred Smith.

& o : . ) . ‘ -
| R . T 57 O

13 °
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71in which system operations will be reported.
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F. Y ) .
9 \' » i B .
bases are employed simultaneously in materials acquisition, cataloging,

and reference. Under these circumstances, the expenditures. associated

with these data bases may not be, directiy linked to any single program.-

“ Within 1nterna1 systems, these expenditures can be examined separately

from diréct program expenditures; however, in reporting to externa] agen-

cies and organizations, accounting for such expenditures is u#ua]ly not
. [ 4

clear. Ideally, the library manager would be able to proraté‘be expen-

ditures for computer support systems on usage factors and product co$}.

However, unless the computer system is able, as a.by-product, to provide

specific use data, such information is costly to collect. Work sampl1ng
methodologies d‘e available if the 1ibrary nmnager wishes ‘to pursue pro-
ratton of costs based on use. At this time, there are no clear-cut
direttions on how best to apportion these costs when reporting to externa\
agencies and organizations about the program costs of the library. For
this reason, it is obligatory that data collection agencies specify the
manner in which such information be reported.

Similar problems are associated with the services of systems or

‘cooperatives provided to the individua] 1ibrary Such services may

include information and referral® backup, interlibrany loan switch?ng,

» rotating collections, and other services which directly benefit the mem-

ber libraries, but whose costs cannot generally be‘apportioned directly

to any single library, - Unless such services and the related costs can

~

" be identified with a‘single member library, income\and expenditures at

‘ ) .
the system level should be accounted for as a-‘system cost. At a minimum,
. W

reporting of system costs and services should be cqnsjstent. That is, a

‘ Tleystem library and member libraries should jointly ayree to the manner

h
st

\'1 95 . o

/ ,_u "

‘A
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K Joint or shared acquisitions between two or more libraries present
additional reporting dilemma. Within the context of the Handbook, it is
recommended that joint or share& acquisitions be identified and reported
separately. However, in reports which do not accommodate déta about
joint or sharéd acquisitions, these libraries should decide upon an
appropr{ate apportionnebt of joint acquisitioné in order to avoid dupli-

cate reporting.

Finally, networkimg and resource sharing have only minimally been

identified by this Handbook. Wiile the pieces necessary to evaluate

participation in networks, consortia, and” cooperatives are included 1in
the system of information, no attempt has been made to link these data

to Aescribe and assess participation in these endeavors. Methodoiogies
and definitions are developing to accommodate these library support sys-
tems and .should be incorporated into the reporting-systems‘of the indi-
vidual library as they becoﬁ; available. The reader is directed to the
Survey of Library Netwdrks and 600perat1ve Library Organizations being
conducted by Value Engineering,’ Incorporated, for the National Center f;r
Education Statistfcs and to A_ﬁlp§§§rxnj9rvyjpyg§x_ngwgpkjgﬁ}deve]oped'

1

by Dataflow Systems, Inc.

38

It has been the intention of this Hgngppgk to identify and define
the data necessary tolmeet the mahagenent information needs 6f the
library admiﬁistratdr; to respond to the reporting requirements of
external organizations and agencies; and to assigt libraries with infor-
mation exchange. It is not possible within a éThg]e handbook to address

by

every element appropriate to all settings in the library community. -

Rather, the Handbook provides a basis from which individual libraries,

/

154 | s
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or groups of 1ibraries, can begin to refine and adapt the concepts pre-
sented to meet their information néeds. Similarly, it is difficult to
provide a system which will address .simultaneously the needs of the major
research 1ibrary and the small rural library. Thus, the Handbook has taken
a middle course, with the hope that the basic conceBts can be adapted to
meet tkf needs of either extreme;

b summary, Zt is hoped that the Handbook will be viewed as a start-
ing point--not the end point--of the development of a language for inter-
organigational communications. * There are many problems yet inherent in
the‘reporeing and recording of information, some of which have been
identified here. These areas require further investigation in order to
provide solutions. Despite these acknowledged constraints, the ﬂgggggég‘
provides a sound and thorough‘basis for the ]ibrary'administrator to

have a valuable management tool.

=
L ¢
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INTRODUCTION = ° .

The'following glossary is intended to provide a guide to the data

‘ eleménis which are useful for recording, reporting. and exthanging data

~ about library resources and libraryvprograms. These elements and related

definitions are equally intended fofidata collectors at Federal and state
levels as a basis for identifying measures of 1;brary services, and as a‘
basis for data collection effarts. The elements defined herein have been
1dent1f{ed and classified in Chapter IV, Structure and Classification of
Information. .

The intention of this glossary is not to advocat® the types of data
to be ;ol1ected by‘the individual library, but rather provides a gquide
to the definitions for categories which the library manager may wish to
selec£ as part of internal management systems®. Therefore, the data defi-
nitions supply a foundation for information exchange among ]ibrariés
which employ Fhese définitions, and will idéa]]y ensure comparability
and cémpatib1&ity among data collected at various levels and by various
organizations. . ‘ |

The reader should keep in mind this context from which these elements
were,drawnf These definitions are not@inc]usive of library science,
educational technology, or related fields. Rafher, the elements are
selected 1argelylfr6m the management information requirements off\ibrary
administrators énd are structured on the concepts presented in this Hand-
book . Invlight of these specific purposes, the terminology employed here,
and the definitional conEgnt’of thé glossary, is fundamentally tied to
the library community.\ It is not intended to be applicable to other

communities nor to address definitional requirements in other settings.

_ Further, it should be recognized that tnaxlibrary_commuﬁ3ty is itself

155
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dynamic; that new terminology and definitions need to be evélved to

accommodate 1nnovdt10n.

£

Finally, the purposes of these definitions are not to dictate the
manner in which a library is organized, nor to provide a view 6f the
methods by which the activ{t1es of the library ére to be conducted.
Instead, these definitions provide a basis for language with which to
communicate data aﬁd cqntebts about the library among a variety of orga-
nizations. A def1n1tioh‘cannot reflect the interpretation ‘of a term by
every individual; rather, it provides a simple formula by which to trans-

mit data with thp understanding that these data are (to the extent pos$i-

ble) comparable.

Structure and Scope of the Glossary M;)
The glossary is arrangéd in alphabetical order and based upon class-
ified categories. Thus, for example, the personnel resource descriptors

a—

are grouped together. Such an approach ensures that all categories of

" information pertaining to a major heading are included (e.g., sources of

income), and that c&tegories are mutually exclusive. Similarly, the use
of a classified index allows for aggregatibn of data either‘for internal
or fepo;ting purposes.  Other approaches were explored and foun& useful
for some purposes. However, within the context of the ﬂggééggg, the
fol]pwihg was preferred. An alphabetical listing is provided in the
index of the Handbook which references terms employed in the glossary.
In order to ensure that levels of aggregation are possible and that
the glossary is flexible enough to accommodate new concepts and termi-
nology relating to the library, a subcategory of "other" is used exten-

sively throughout the glossary. This(iff;iffgory allows for further

divisions as necessary to meet the needs the individual library, and

160
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ensures that all ﬁossible forms of a category are included in reporting
and information exchange. s |
Cross—refereﬁces.aré:made to minor headings under major categories.
For example, BOUND PERIODICAL: See Periodical uhder MATERIALS FORMAT
directs the reader to tﬁe entry in the glossary--MATERIALS FORMAT--and

the subcategory Periodical. Capitalized terms indicate major entries in
‘ . V4 )
the glossary. To the extent possible, acronyms have been avoided in the

glossary, as have proper names, individual corporations, dnd agencies.

Sources of Definitions

The definiﬁions employed in this glossary were drawn from a variety
of sources which are enumerated in the last sgction of this glossary,
Authorities for Definitions. These sources, Qhere.emp1oyed, are cited
after each definition as applicable. Citations followed by an asterisk
(*) denote a variation from the original definttion.

Special commendation needs tbv be given to Robert Frase, for his com-

pilation of the draft document Glossary of Library Statistics Term$ (un-

published) and to the members of the statistics committees of the American
Library Association for their review of Mr. Frase's Qork.

Unle;s otherwise stated,lthe National Center for Higher Education :
"Management S;stems (NCHEMS) 1is solely responsible for tﬁe definitional
content and terminology of this glossary. The following NCHEMS sources

A were employ

1. A flossary of Standard Terminology for Postsecondary Education,
1978-79. ' )

2. A Manual for Budgeting and Accounting for Manpower Resources .in ’
Postsecondary Educatjon, Second Field Review Edition, 1975. 7

3. Adult Learning Activities: A Handbook of Terminology for Classi-
fying and Describing the Learning Activities of Adults, 1978.

16}
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Higher Education Facilities Inventorx}and C]assification Manua]
Technical Report 36, 1973.

Higher Education Financeé Manual, Technical Report §9, 1975/

Information Exchange Proceduresv-Data Formats and Definitions.
Technical Report 64, 1975, °

Library Statistical Data Base Formats and Definitions, Norking
Document for Fleld Review, 1977.

Program Classification Structure, Second Edition, Technica]
Report 106, 1978.

Program Measures, Technical Réport 35, -1973.

State Level Informatiogv‘ase——Data Formats and Glossary, Field
Review Edition, 1977.

't:ﬂ . S
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ABBREVIATED bATALOGING: gee Brief cataloging under CAfALOGING ACTIVITY.
ABSTRACTS: See REFERENCE CQLLECTION. ) )

ACADEMIC COURSE LEVEL: The level of offering fdr instructional courses at
institutions of postsecondary education. Course levels are assigned
relative to the intended degree of complexity or expected level of stu-
dent comprehension rather than the student level of those enrolled in
the course.- The course levels included within each discipline category
are: . '

r , .
1. Lower division: Course offerings at a level of comprehension usually
associated with freshman and sophomore students.

2. Upper division: Course offerings at a level of comprehension usually
associated with junior or senior students. Jointly offered upper
division and graduate courses_should be classified as upper division.

3. Graduate/professional division: Course offerings ofa level of
comprehensiOn.usually'associated with poSt«baccalaureate students.

A. Other: A course level to be used in situations where the previous
three course levels are not appropriate. - —

ACADEMIC DISCIPLINE/SUBJECT MATTER: See DISCIPLINE/SUBJECT MATTER.
ACADEMIC FACULTY See RESEARCH/INSTRUCTION EMPLOYEE.

\S ' ¥ ACADEMIC LIBRARY: A library forming an integral part of a college, univer-
sity, or other academic fnstitution for postsecondary education, organized
and administered to meet the needs of students and faculty of the insti-
tution. (5)* Academic libraries can be categorized into the following
types of postsetondary institutions according to the Federal Interagency
Committee on Education (FICE) Code:

1. Academic 1ibrary dn a maipr doctoral grantiqg institution_iyniver— 3
$7ty]): A Tibrary in an institution granting a minimum of 30 doctoral

) : Tevel degrees (including first-professional degrees in health

£ r sciences--medicine, dentistry, etc.), and granting such degree§.

in three or more doctoral-level program areas.

2. Academic library in a comprehensive college: A library in an insti-
tution in which the number of doctoral level degrees granted is.
less” than 30 or in which fewer than three doctoral-level programs’

: are offered, but which grants a minimum of 30 post-baccalaureate
i 4  degrees and grants degrees in three or more post-baccalaureate
[} programs, or confers over 50 percent of its degrees at the post-
baccalaureate level in three or more programs; and does not confer
over 50 percent of its degrees in selected program areas.

@ ///-
e
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ACADEMIC LIBRARY (continued)

3.

<

lop}

~,

8.

Academic library in a general baccalaureate college: A library in

an Institution in which the number of post-baccalaureate degrees
?runted is less than 30 or in which fewer than three post-bacca-
aureate level programs are offered, but which grants a minipum of

;30 baccalaureate-degrees and grants degrees in three or more programs

or confers over 50 percent of its baccalaureate degrees in inter- .
disciplinarys studies. .

A S

Academic library in a specialized or professional institution: A
Tibrary in an institution that awards at least the bachlor's degree
and that awards at least 50 percent of its degrees in a single area
of specialization. Specialized institutions include, for example,
divinity schools, medical schools, engineering schools, business

and management schools, art, music, and design schools, law schools,
teacher's colleges, and U.S. service schools. ' -

Academic library in a two-year college: A library in an institution
that confers degrees or awards for the first two years of college
.work, but does not ¢onfer degrees at the baccalaureate, master's,

or doctoral level. In addition, the institution may offer programs,
courses, and awards for less' than two years of work. Institutions
with a two-year upper division pnogram do not fall in this category
because they grant baccalaureate degrees. :

Academic library in a multi-program occupational/vocational school:
K Tibrary in an institution, such as a business or trade school or
technical institution, which admits as regular students only: persons
who have completed or left elementary or secondary school and who
have the ability to benefit from the training offered by the insti-
tution, and which is legally authorized to provide, and provides
within the state, a program of postseécondary vocational or technical
education designed to fit individyals for useful employment in
recognized otcupations. (13) - '

Academic tibrary in a_single prog}am occupationa]/yocationai school:
K ¥ibrary in an institution that awards degrees in only one of the
major occupational areas. It may offer training in several.occupa-

tional programs within-a major occupational. or vocational area.
; ' L

Academic library dn another institution of postsecondary education:

R Tihrary in any institution of postsecondary education not defined
nor identified above. .. ] . , r

o
ACADEMIC LIBRARY. TARGET GROUP: Those persons for whom the seFvices and
collection resources of the library are intended and who are eligible
for these. Such target groups generally include members of the academic
community which the 1ibrary serves, and can.be categorized according

to the followingp
1.

.

Undergraduéte students: For some purposés, i; is appropriate to
further refine this category to reflect lower division and upper

16 ]

~division students.
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ACADEMIC LIBRARY TARGET GROUP (continued) @

Graduate students: For some libraries, it is appropriate that stu-

dents In pro?éssional schoals be distinguished from other graduate

" students.

Nondegree/nond{ploma[noncertifigﬁte students

JResearch/instruction emplqyees'

Ly

Other emp]qyees of the academic 1nst1tution /

ACADEMIC LIBRARY USER GROUP: Those persons, either within the library's
target group, or other, who gctuall¥ utilize the services or .resources
~of the library. Types'ef academic. library user groups correspond to
target group deS$triptors, and may also include affiliates and alumni of
the academic institution, persons affiliated with other academic insti-
tutions, and the residents of the community in which the 1ibrary resides.

¢

ACADEMIC MAJOR. See ACADEMIC STUDENT MAJOR PROGRAM.

ACADEMIC REPORTING-UNIT STRUCTURE: The type of organiiation~that identi fies
the academic 1nst1tutxpn for reporting purposes. Types of structures
include: ’

1.

Single-campus institution: A postsecofidary-education institution
that conducts its programs at a single site. ,

. . Parent institution/main campus: Usually the location of the core,

primary, or most comprehensive program (ih institutions consisting

of a main campus- and one or. more branch campuses). -Unless the
institution- wide or central administration office of such 1nst1tut10n§
is reported to be at a different location, the main campus is also '
the location of the central administrative office.

Branch campus: A campu division of an organizat1on that is
organized on a‘relativ rmanent basis. (that is, has a relatively
permanent administration), pib@t offers an organized program or
programs of study (as ‘opppeed to courses), and that is located in
a community different from that in which its parent organizatiom
located. -Being in a community different from that of the parent%ﬁ&
institution means. that a.branch is located beyohd a reasonable . *¥
%om?uting d¥stance from the mawn campus of the parent institution.
18)* . .

1

Campus in a multi- céﬁbug{system An adm1nistrat1vely equal campus

in-a.complex of two ot more institutions, each separate\{ organized
0

n of a

{

or independently complete, under the control.or supervis
single administra;ive body.

. Central office: Tﬁe administféfive body or.component that supervises

the various aaministrat1Vely equa] campyuses in a multi~campus system.

Joint library: ‘A library that serves two or more academié institu-
”TBhs or one 1nst1tut10n and a 5?rt of another. (21)

-
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ACADEMIC STUDENT COUNTS: Number of students, usually on a pﬁofi]e (point- :

in- time) basts,. The fol]owing types of counts are.used:

1. Headc0unt The unduplicated number of persons attending the academic
Tnstitution, as students. Usually used i: recording and réporting
by student characteristic such as full-time/part- t me status, level,

or discip]ine

2. Full- time-eqpivalent (FTE) counts: An FTE student position is the

I equivalent of one student carrying a full load of courses. Insti- ®
tutionally agreed-upon conventions convert headcounts intgo full-time
; equivaleiit counts., Usually used in recording and report*ﬂ? b? unit/
: department of instruction br by student major program. o3
h ACADEMIC STUDENT CREDIT HOURS: A unit of measure that represents one sty-
e ~w~- - dent ‘engaged in an activity for which one hour of credit toward a degfbe

.- or other certificate is granted upon successful completion. Total stu-
" lov dent credit hours for a course are calculated by multiplying the.course
credit~hourvvalue by the number of students enrolled in the course.
, ) Academic student credit hours should be categorized by discipline/subject
L= , matter and by course level (e.g., lower division)

b ACADEMIC STUDENT lEVEL .The proportion of total requ1rements tQE student
- has obtained towatd the completion of the degree/diploma/certificate
program in which he or she is enrolled, according ‘to the’nUmber of years
normally required to obtaip them. This includes:

N \
1. Undergraduate students: This category includes all students who are
- enrolled in programs leading to an associate degree or.bachelor's

degree or in an equivalent occupational or vocational program.

2. Graduate‘students This category 1nc1udes all ‘students who, hold a
bachelor's degree or the equivalent and (3) are pursuing a master's
or doctoral degree, or (b) first professional degree, or (c) are in
a spegia],_unclassified visitor, or other status, or (d) are pursuing
an Educatiohal Specialist Certificate, degree, or coordinate inter-
médiate-level degree program, or’ (e) are enrolled for additional
course work for research as part of an institutionally defified post-
doctoral program, or (f) are medical interns and residents.

3. Nondegree/nond1p]Gma[noncertif1catq‘students This category includes

- alT students who have not been admitted to a general -or specific
course;of'study or a program in the institution at the completion -
of which § degree/diploma/certificate is awarded by the institution.

, Such stud9Ats may be enroTled in credjt and/or noncredit courses.

.These students should not be cenfused with "undeclared majors"
admitted to degree/diploma/certificate programs or students in
other similar "ho]dizgfgcategories

~

ACADEMIC STUDENT MAJOR PROGRAM: Thé student's primany field of emphasis
T as offered by the institution. Note that the”field of study may fall
within a single department of the 1nst1tut1on or may overlap several
departments. - A student's major program may also be listed as undeclared
Af the student has not yet determined or Specified his or her major

program.

- ERIC | | ‘ 166
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. ACADEMIC YEAR: The period of the regular session, generally extending from
September to June; usually equated to two semesters or trimesters, three
quarters, or the period covered by the 4-1-4 plan See also PREDOMINANT
CALENDAR SYSTEM. O _ '

H
.

ACCESS See Handicap access under BUILDING IDENTIFIERS/CHARACTERISTICS,

COLLECJION‘R““UURCES FACILITIES AVAILABILITY, and/or SERVICE AVAIL—
ABILIT

ACCOUNTS PAYABLE: See Liabilities under FINANCIAL RESOURCES.
ACCOUNTS RECEIVABLE: See Assets under FINANCIAL RESOURCES.
ACQUISITION COUNTS: See MATERIALS ACQUISITION COUNTS:

ACQUISITION SERVICES: See Materials vay1sit10n services under PROGRAM-
MATIC ACTIVITIES.

ACTIVITY MEASUR%S' See PkOGRAM MCASURES.

ACTIVITY RATE: See KE?Tv1gx_measures under PROGRAM MEASURES.

\

ADDED COPY: An added copy is a duplicate of material already in the library,
i1f it is added, or to be added, to the library. Sometimes called dup-
licate, and severa] added coples may be known as multiple copies. (1)

ADDED VOLUME: An added voTume is a new volume in a numbered series or
title already in a library, and which volume is added, or to be added
to the library. :

ADMINISTRATIVE SERVICES: See PROGRAMMATIC ACTIVITIES.

ADMISSIONS REQUIREMENTS: See MtNJMUM ADMISSIONS REQUIREMENT.
ADULT'SERVICES: See PUBLIC LIBRARY USER DIVISIONS. -
AFFILIATED LIBRARY: See SERVICE OUTLET. |

AGE RANGES: Based on the chronological age of each individual asvof some |

specified date. The following age ranges are suggested for grouping
“various types of individuals:

For elementary & secondary students " For postsecondary students
_ , . .
Under 5 years 12 years old Under 16 years .
5 years old .13 years'old . _ 16-17 years ) ,
6 years old 14 years old " 18-20 'years . g/
7 years old 15 years old B 21-24 years . oY
8 years old 16 years old 25-34 years
9 years 81d .17 years old 35-44 years
10 years,old . 18 years old ° 45-54 years
11 years o}d Oven 18 years old . 55-64 years x .

65 years and over

P
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,\\ ASSOCIATE DEGREE /9?9 HIGHES§ DEGREE OFFERED/OBTAINED

AGE RANGES ‘(¢ontinued)

-~

For employees . For_general population’
Under 25 years. : Under 5 years
25-34 years 5-9 years
35-44. years 10-14 years
- 45-54 years 15-19 years
55-59 years - ’ _ 20-24 years
60-64 years T 25-34 years
65-69 years o 35-44 years
70 and over ) 45-54 years
_ 55-64 years .
65 years and over %

AIDES See Office[clerical emp]oyee under. PERSONNEL RESOURCE CATEGORIES.

ALLOTMENTS See CURRENT-FUND REVENUE CATEGORIES.

AMERICAN NATIONAL STANDARDS INSTITUTE (ANSI) STANDARD LIBRARY IDENTIFICATION
NUMBER (SLIN): See LIBRARY IDENTIFIERS.

I

APPROPRIATIONS: See Governmgg¢al appropriations under. CURRENT FUND REVENUE .

CATEGORIES.

1

APPROVAL PLAN: An order with a vendor for”all_titleé on a certain subject,

or by a certain author. The library has the ri%ht to return the materials =

ordered on approval within given time limits

14)* See also- BLANKET
PURCHASE ORDER. . T

AREA: See ASSIGNABLE SQUARE FEET (ASF) and/or GROSS SQUARE FEET (6SF).

AREA OF SERVICE: See PUBLIC L. I®RARY PRIMARY SERVICE AREA. o,

N

ASSETS See FINANCIAL RESOURCES.

ASSIGNABLE SQUARE FEET (ASF): The sum of square~feet of all assignable
area. Far a single room this involves the sum.of all areas located
between the principal surface of the walls and partitions at or near
floor level.. Space occupied by -alcoves, closets, and built-in shelves -
opening into and serving the room ordinarily should be included. Areas
of columns, doorswings, and impaired headroom and space occupied by
heating devices may be ignored.. If, however, any of these structural
features.constitutes a large. loss of usable space, the area should be
deducted from the square feet measurement of the room. See also GROSS
SQUARE FEET (GSF). ) ;

ATLAS: See rc\toriaT representation under MATERI}LS FORMAT

AUDIOC&RD See Aud1orecord1n§‘under MATERIALS FORMAT .-

.‘,,,I\ ‘._. _'g."w '

AMORTIZATION: See DEPRECIATION/AMORTIZATION o A L
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AUDIO DEVICE: Seé EQUIPMENT TYPES.
AUDIODISC: See Audiorecording under MATERIALS FORMAT.

- 2 : . .
AUDIQPAGE: See Aydiorecgrdigg under MATERIALS FORMAT . »
AUDIOPLAYER: See Audio déVices undef-EQUIPMENT TYPES/ CJ

\. AUDIORECORDER: See Audio device under EQUIPMENT TYPES\
| AUDIORECORDING: See MATERIALS FORMAT | . .
AUDIOTAPE : See Audiorecording under MATERIALS FORMAT.

AUDIOTAPE DUPLICATOR See Audio dgv1ggs uhder EQUIPMENT TYPES

- AUDIOVISUAL EQUIPMENT: See EQUIPMENT. TYPE§

1o

AUDIOVISUAL MATERIAL: See MATERIALS FORMAT
N

AUDIOVISUAL, RADIO, TV FACILITY: See Spec1a] use fac1]1ty under ROOM USE
CATEGORIES

AUTHORITY FILE: A set of records that idegtifies forms for ﬁeadings or
access points preferred and actually used in a set of bibliographic
records. Authority files include cross references from variants to the
preferred forms of headings, and links from earlier to later forms and
between broadér and narrower terms and related terms. An authority file
may reprasent the preferred forms of headings for an individual institu-
tion, a gkoup of related institutions, or a- ‘network of related and/or

. unrelated institutions. (11) An authority file may be maintained as
part of the public catalog or separately incorporated for the primary
use of the personnel of the lerary Categories of fauthority files
include: : .

-

Ll

1. Name authority list or file : : - | {

2. Subject authority list or file

3. "Serials authority list or file

- 4. Combined authority 1ist or file

6. Other authorigy list or file

AYTOMATED CATALOG: See Onlineé computer cata]og under CATALOG

‘ 'S
AN . AUTJMATED NETNORK CATALOG RECORD See Derived catalogTﬁg,under CATALOGING
' ACTIVITY.
) \
: . AVAILAB {;Ix__ﬁgg Ava11abi11f ;%der COLLECTIUN RESOURCES E uipnent avail-
- t -:.abi]iti;llﬂer EQUIPHEV! IVPES‘ FACILEFTY AVAILABILITY, aanor EERVICE
— o ILIT | _ .
A . . . "~ , ' ' . . : Ll
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;ANERAGE DAILY ATTENDANCE: See”SCHOOL STUDENT COUNTS.

% ' AVERAGP DAILY MEMBERSHIP: See SCHOOL STUDENT COUNTS.
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B
BACHELOR'S DEGREE: See HIGHEST DEGREE OFFERED/OBTAINED.
BALANCE: See Fund balances under FINANCIAL RESOURCES.

BIBLIOGRAPHIC DATA BASE: See DATA BASE.
BIBLIOGRARﬂY: See REFERENCE COLLECTION.

BI:DING: $ee 8inding and rebinding under COLLECTION RESOURCES MAINTENANCE
CTIVITY.

BLANKET PURCHASE ORDER: An order with a vendor for all titles on a certain
Subject or by a certain author. Under the blanket order, the ordering
library provides guidelines for the selection of 1ibrary materials to
the supplier. The supplier selects all currently published materials
falling within the guidelines, for the libraries who automaticall
purchase, within certain limitations, all books so selected. (14)*

See also APPROVAL PLAN. e

BOOK: See Print (or printed) material under MATERIALS FORMAT.

BOK CATALOG: See CATALOG. ~

BOOK TRADE CATALOG: See Publisher's and book trade 1ist under REFERENCE
COLLECTION. '

JBOOKMOBILE: See SERVICE OUTLET.

'BOOKMOBILE STOP: See Bookmobile under SERVICE OUTLET. f

BOOKSTOCK: A Tibrary's collection of books, or other materials which are
prepared and recorded in theésame manner as books. (5)

BORROWING REQUEST: See INTgpLIBkARv LOAN BORROWING ACTIVITY.

BOUND PERIODICAL: See Periadical under MATERIALS FORMAT.

BRAILLE;!ATERIAL: See MATERIALS FokMAf.

'BRANCH CAMPUS: See ACADEMIC REPORTING-UNIT STRUCTURE.

BRANCH LIBRARY: See SERVICE OUTLET.

BRANCH OFFICE: See SPECIAL LIBRARY REPORTING-UNIT STRUCTURE .

BRIEF CATALOGING: See CATALOGINE‘ACTIGITY.

BUILDING IDENTIFIERS/CHARACTERISTICS: Descriptors of the bufTﬁings and
plant facilities. available to the 1ibrary. -Such descriptors inclyde:

1. ‘Building 1déﬁt1f1cation: The name, location, and other identifiers
of each building and fagility available to the library.

AR VA




BUILDING IDENTIFIERS/CHARACTERISTICS (continued)
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Year of construction: The calendar year in which the original
FTaciTTty was completed regardless of any later date of occupancy,
as in the case of leased and rented facilities. -

.- Estimated building/facility replacement cost: The estimated cost.

to replace the bullding at the time of the inventory. This should
also include the replacement cost of fixed equipment within the .
building. :

Condition code: The physical status and quality of the building or
Tibrary facility at the time of the inventory, based on the best
judgment of those responsible (e.g., library manager, building
planner, architect). The building condition code has the following
categories:

e Satisfactory: Suitable for continued use with normal maintenance.
o Remodeling-A: Requires restoration to present acceptable standards
without major room use changes, alterations, or modernization.
The approximate cost of "Remodeling-A" is not greater than 25
percent of the estimated replacement cost of the building or
facility.

o Remodeling-B: Requires major updating and/or modernization of the
buiTding or facility. The approximate cost of "Remodeling-B" is
greater than 25 percent, but not greater than 50 percent of the
estimated replacement cost of the buildin§ or facility.

e Remodeling-C: Requires major remodeling of the bui]diné or facility.’
The approximate cost of "Remodeling-C" js greater than 50 percent
of the estimated replacement cost of the building or facility.

e Demolition or abandenment: Should be demolished or abandoned
because the building or facility is unsafe or structually unsound,
frrespective of the need for the space or the availability of v
funds for a rep]acemen‘k This category takes precedence over
the above four categories. If the building or facility is sched-
uled for demolition or abandonment, its condition is recorded
as category (5) regardless of its condition.

o Termination: Planned termination or relinquishment of occupancy.
of the building for reasons other than unsafeness or structural
unsoundness, such as abandonment of temporary units or vacation
of leased space. This category takes precedence over the first
four categories. If a building is scheduled for termination, its
condition is recorded as "termination" regardless of its condition.

Handicap access: An indication of the number and types of pfovisions
made In the facility to accommodate or facilitate access to the
library butlding for the handicapped. This includes ramps provided

. for persons in wheelchairs, braille or other guides on elevators

LY

for the blind, and so forth.

,J
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BULK BORROWING: The use of a collection of library materials belonging
to another library or agency. The collection remains under the admin-
istrative control of the lending library or agency, although housed
in the reporting library. The'loan period extended to the reggrting
1ibrary is generally longer than typical interlibrary loan or other
circulation. Bulk borrowing may be measured by the number of items on
loan to the reporting library at the time of the report, the number of
items received in such a manner throughout the reporting period, or the
average number of items on bulk ctrculation at any point in time during
the reporting period.

BULK LENDING: The activity associated with lending collections or materials
from the reporting library's collection to other libraries or agencies,
usually for an extended period of time. These collections remain under
the administration of the reporting library and should be reported with
other collection resources of the reporting library. The number of
items circulated through bulk loans during the reporting period, the
number of items on bulk loan at the time of the report, and the average
number of items on bulk loan at any point in time during the reporting
period may be counted.
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C
CALENDAR SYSTEM: See PREDOMINANT CALENDAR SYSTEM.
CAMPUS IN A MULTI-CAMPUS SYSTEM: See ACADEMIC REPORTING-UNIT STRUCTURE.
CARITAL EQUIPMENT: Any equipment items purchased for more than $500 (or

similar lower limit established by the institution) and having an esti-
mated service life of more than two years. See also EQUIPMENT TYPES.

* CAPITAL EXPENDITURES: See Exggnditures for capital assets under EXPENDI-

TURES CATEGORIES AND TRANSFERS.
CARD CATALOG: See CATALOG.

"CARREL: See SEATING CAPACITY.F

CASH: See Assets under FINANCIAL RESOURCES.

GATALOG: A set of bibliographic records generally under control of an
authority file, which describes the resources of a callection, library,
or network. It is the instrument by which bibliographic control is
maintained for a collection, library, or network, and by which the
relationship between individual bibliographic records can be Jdndicated.
(11)* It is a list in any format, arranged in an established order.
(5)* See also CATALOG RECORD, PUBLIC CATALOG, REFERENCE COLLECTION,
and/or SPECIAL CATALOG. Formats of catalogs include:

1. Card catalog: Unit entries on separate cards of the library's
holdings which are arranged in an established order, normally
housed in drawers. (5)*

2. Book catalog: A printed list of the ]ibrary's holdings arranged
" In an established order designed to supplement or to replace a card
catalog. This category does not include special catalogs of art
exhibits, new acquisitions lists, or special bibliographies.

3. Fiche catalog: A printed list on microfiche of the library's hold-
ings arranged in an €stablished order. These lists must be read
with the assistance of microfiche readers.

.

4. Microfilm catalog: A printed list on microfilm of the lib¥ary's

~ holdings arranged in an established order. These lists must be
read with the . assistance of microfilm readgrs. This category .
includes computer output microfilm (COM) catalogs.

5. Online gomputer catalog: A list of the library's holdings which is
stored on computer, or magnetic storage, and accessed in a pre- i
determined procedure. These records must be accessed through a -
terminal connection to the computer.

6. Serials listz A list of periodicals or serials arranged in an estab—
Tished order, which documents the holdings of the library. These>
1ists are usually (though not always) in book form or in a visibief

file. ] 1_7ﬂ1 R
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CATALOG (continued)

7.

Other: Other catalogs of the library collection which are not

TnclTuded in the above. This should not include special catalogs

of art exhibits, new acquisitions lists, or special bibliographies.

CATALOG INFORMATION TRANSACTION: See Reference transaction under INFOR-
MATION CONTACT

CATALOG MAINTENANCE AND PRODUCTION SERVICES: See Materials organization
and control services under PROGRAMMATIC ACTIVITIES.

CATALOG RECORD: A bibliographic record that describes a specific item and
relates it to other items in a file. (11) The medium upon which the
record is produced is dependent upon the format of the catalog or file.
For example, a .catalog card is a catalog record in a card catalog. See
also CATALOG. Counts which may be maintained for internal management

" purposes include:

1.°

2.

Catalogjrecords produced in-library: Catalog records are typed,

‘reproduced, or electronically compiled in the library by library
- staff. . ‘

Catalog records produced via external agents: Records are produced

by a vendor, network, or processing agent.

Catalog records added to catalog: Records new to the catalog which
are interfiled in, or added electronically to, the catalog.

Catalog records deleted from the catalog: Records relating to a
holding withdrawn from the collection which are removed from the
catalog, manually or electronical]y

Catalo .records réplaced with new records: Catalog records which
are faulty, or disintegrating, which are removed or dtleted from

-the filg,.and rep]qced with corrected or new records.

CATALOGING ACTIVITY: Activities related to the identificétion and-biblio-
graphic description of library materials. See also Materials organiza-
. tion and control’ services under PROGRAMMATIC ACTIVITIES. Types of

cataloging are:

. distinguished (if desired) to:

1. ~0riginal cataloging: Determination derived from examination of the

physical item and limited information from sources beyond the

- physical item for the descriptive material to be'contained in the

bibliographic record. (25)* / - .

Derived cata]oging The clas?ification and description of an item
using a source other than, or in addition to, the physical item
for bibliographic, information (e.g., Library of -Congress cards,
commeraial c¥rds, automated system, etc.). This bibliographic

- information may be altered to fit the needs and uses of the library.

Also called copy cataloging. Types of derived cataloging may be .

1?75

L I
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CATALOGING ACTIVITY (conpinued)

2.

Derived catalogqing (continued)

o Type I derived}catalqgjgg; Derived cataloging requiring minimal
revision or adaptation from the bibliographic source in order
to conform to the local cataloging standards of the individual
library. :

o Type II derived cataloging: Derived cataloging requiring more
than minimal revision or adaptation from the bibliographic source
in order to conform to the local cataloging standards of the in-
dividual library. - , : .

Sources of derived cataloging include:

e Automated network catalog record: A record held by a network el
system containing bibliographic description for library materials
usually. accessed through a computer terminal. (25)* This cate-
gory may be additionally refined to indicate the source of the
catalog record: contributed from other members of the network;

MARC tapes or Library of Congress (LC) copy; and other..

e Cataloging-in-publication™>(CIP): Bibliographic record (often
. incomplete) of a tit¥e found on the title page verso of the pub-

\_ lcation, and prepared by the Library of ‘Congress.

® Library of Congress (LC) card or card copy: Catalog cards, proof
sTips, or register of cataloging records, provided through the
Library of Congress.. This does not include LC cataloging pro-
vided thraugh commercial card services who may employ LC catalog
records along with other cataloging sources.

o National Union;QataTogﬁ(NUb): A register of locations for materials
owned by libraries throughout the country. Included in NUC are
copies of complete catalog records. "

e Precataloged material: An item which is accompanied by catalog
cards obtained through purchase, contract, or agreement from a
commercial concern, library, or central agency. (5)*

e Othér source: Card services which provide both LC and catalog
records other than the above listed, or other sources not defined
or described above. .

Brief cataloging: The classification and description of an item in
an abbreviated form so that the item can be used or circulated
immediately. Also called temporary cataloging, or abbreviated

cataloging.

Recataloging: The altering of the description of a segment of the
catalog and a portion of the library's collection in order to better
meet the needs of the library.

R
Pl

ot
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CATALOGING ACTIVITY (continued) .

5. Reclassification: The process of selectively altering a defined
, classTfication scheme to better meet the needs of the Tibrary.

CATALOGING—IN PUBLICATION: See Derived catal_gjng under CATALOGING
ACTIVITY.

CATALOGING SERVICES See Materials organization and control services
under PROGRAMMATIC ACTIVITIES.

CENSUS DATE: The appropriate date (year, month, and day as applicable)
for which reported population or population estimates are- gjxfn

CENTRAL LIBRARY: See SERVICE OUTLET.
CENTRAL OFFICE: See ACADEMIC REPORTING-UNIT STRUCTURE.

CENTRALIZED PROCESSING CENTER: See CONSORTIUM, NETWORK, AND/OR COOPERATIVE
ENDEAVOR

CERTIFICATE OR DIPLOMA: See HIGHEST DEGREE OFFERED/OBTAINED

CHARGE: See CIRCULATION TRANSACTION and/or Generated income under CURRENT- -
FUND REVENUE CATEGORIES.

CHART: See Pictorial representation under MATERIALS FORMAT.

CHILDREN'S SERVICE: See PUBLIC LIBRARY USER DIVISIONS.

CIRCULATION: The activity of a library in 1end1ng its resources to its
clientele. This does not include interlibrary lending. See also
Resource distribution services under PROGRAMMATIC ACTIVITIES.

CIRCULATION SERVICES: See Resource distribution services under PROGRAM-
MATIC ACTIVITIES » .

CIRCULATION TRANSACTION: The act of 1ending an item from the library's
collection to a member of the library's user group for use generally
(although not always) outside the library. This activity typically
includes charging (i.e., creating a récord of the circulation trans-
action and releasing an item for use outside of the 1ibrary, either
manually or electronically). Do not count renewal transactions (see
'RENEWAL~TRANSACTION) or discharging the item (i.e., clearing records
to reflect the return’of the.item to the collection). This category
includes both general circulation and reserve circulation. Excluded
from this category are equipment circulation transactions (see EQUIP-
MENT CIRCULATION TRANSACTION), interlibrary circulation transactions

see INTERLIBRARY LOAN LENDING TRANSACTION), intralibrary circulation
see INTRALIBRARY CIRCULATION), in-house use, dial access transactions
(see DIAL ACCESS), and bulk loans (see BULK LENDING) Categories of
circulation transaction are: _
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CIRCULATION TRANSACTION (continued) o / \K
1. General circulation transaction: The act of lending an item from 3

the Tibrary's general collection to a member of the 1ibrary's Y
clientele, for use generally (although not always) outside the 4

1ibrary building. This category excludes limited circulations X

. such as réserve circulation transactions, circulation to indirect Y

" borrowers (such as through interlibrary loan), and circuldfyion of ‘-\

‘equipment. This category does not fnclude renewal transactiens.

) /EK\ Reserve circulation transaction: The act of lending an item from
Ythe Tibrary's reserve collection to a member of the tibrary's
clientele for use outside the library building. T¥gically, the
reserve loan period is.less than that for the general collection.

3. "Other circulation transaction: The act of lending an item from a
colTection ether than the library's general or reserve collections
to a mémber of the library's clientele for use outside the library
facility. This category may include circulation of material from
the reference collection, special collection, or other areas of
collection unavatlable through general circulation.

CLAIM: An inquiry placed by the library with a vendor or publisher con-
cerning items ordered but not received by the library within a reason-

- able length. of time. Typically, this activity involves contacting the
vendor or publisher, and maintaining records regarding the claim. Also
called "orders traced." _ ‘ ..

CLASSIFICATION REVISION: See Rec]assificatidn under CATALOGING ACTIVITY.

CLASSIFICATiON SYSTEM: A systématic scheme .for the arrangement'of books
and other materials according to suhject, form, or other characteristic
(e.g., location). (1)* . '

-

1. b*brary of Congress (LC) classification: An enumerative system of
assification for books and periodicals developed hy the Library
. of Congress for its collections. It has a notation of. two letters
' and four figures that allows for revision by expansion. There is
no subdivision by form or place. (1, 12)* .

2. Dewey Decimal Classification (DDC): The classification scheme for .

‘ books and periodicals devised by Melvil Dewey, which divides human
knowledge into ten main classes, with further division, using a
“decdmal notation. . The Dewey System is revised within divisions
and subdivisions. (1, 12)* t

[ 4

3. Superintendent of Documents (SuDoc) classification: The scheme, of
classification used by the U.S. Superintendent of Documents, who
is responsible for the centralized control and distribution of U.S.
N government documents. It is arranged basically by issuing agency.
: . The notation consists of a combination of letters and numbers. (}2)*

. ) | | | N
4. Other classification: Any classification scheme not identified or
defined above. ‘ - o *

175
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CLASSIFIED COLLECTION: SR COLLECTION CATEGORIES. &

'CLASSROOM FACILITY: See ROOM USE CATEGORIES.
:CLASSROOM TEACHER: See SCHOOL LIBRARY/MEDIA CENTER TARGET GROUP.

. CLERICAL EMPLOYEE: See Office/clerical employee under PERSONNEL RESOURCE

Ty
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CATEGORIES.
CLIENTELE: See USER GROUP.

COLLECTION BOOK VALUE: The actual dollar amount carried on the library's

- records of the book value of the collection resources (if available).

COLLECTION CATEGORIES: Those groupings of collection resources in which
the 1ibrary consolidates "the collection. Typically, such collection
groupings are based upon access needs,'storage requirements, or special
handling appropriate to types of materials. Exclude professional ¢ol-
lections intended for use by 1ibrary employees.only. Collection cate-
gories include:

- . i . ‘ -
1. GeneralLJibrary collection: That portion of 4he library's material
1 resources which is available to the 1Zbrary‘s user group through
general Tiweulation and which\:s not held in a separate.collection.

5

2. Reference collection: A collection of books and other materials in ’
Iibrary useful for supplyind infol'mation, kept together for
convenience, and generally not allowed to circulate outside the

Tibrary. See also REFERENCE COLLECTION. Subgroups are:

) Readx}reference col]ection A specific collection of reference
materials, typically of standard reference tools, set’aside from

- the general reference collection, providing information of a
factual nature. Examples of pmaterials typically located.in.
ready reference include a]manacs dictionaries; and directories.

o Reference: files:-A list or group of records created Uy'the 11brary -
staff which contains pieces of. information useful to angwering .
the most freduent reference questions. Ex¢lude the public-cata--
log, serial lists, or other cata]ogs of the 1ibrafy s. holdings.

o Vertical f11es o cg]]ection of items such as pamph1ets and
cTippings which, because of their shape and often ephemeral
: nature, are filed vertically in drawers for ready reference

(5)* A

e General-reference collection: A1l those material inforgation
sources held in reférqnce tbllections other than those listed

above,

-

- 3 L Classified collection Tha% portion -6f the 1ibrary's materiaﬁs re-

*'sources which'has Timited ‘distribution restricted by security |
classification regulations of the'U S. Department of. Defense or ’

other 1ssu1ng agency | ., 1 7\9

KN
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* COLLECTION CATEGORIES (continued)

4.

mﬂv

-8.

Reserve collection: Materials which have been removed from the -
general library collection and set aside in a library or media
cénter so that they will be on hand for a certain course of study
or activity in progress. Usually the circulation and length of

“loan of items in a reserve collection are restricted so that these

items will be available to those users who have need of them withih
a 1tmited time period. (5)* ‘ . :

Nonprint coT]ectidn: A collection of nonprint materials which'haveﬂ

been removed from, the general library collection. - Typically,

such. collections are placed in a special enwtronment for the
safekeeping and upkeep of the nonprint material, or to provide
ready access to necessary equipment for use of the collection.
Also included are rotating or rental tape and film libraries
maintained and controlled by the library.

Special collection: A collection of material(s) of a certain form,
on a certain subject, of a certain period or geographical area,
which is more or less general in character. Examples of such ‘
collections are government documents sections, rare books collec-
tions, Charlie Chaplin Film Library. (5)* -

Off-site storage collection: A collection of material which is
generally infrequently used by the library's user group and {is,
thus, housed separately from the remainder of the collection. Such
off-site storage is typically in a building away from the library's
main facilities’, and allows for more shelving capacity within the
library's main facilities. ' :

OtheF”Eblléction: Materials housed in other than the above collec-
tions.

COLLECTION COUNTS: The répovtinﬁ and recording of data about the materials
held in the library collection:for internal and exchange purposes. See
also MATERIALS ACQUISITION COUNTS,and/or MATERIALS FORMAT. For purposes
of ‘counting the collection held B§ the library, it is useful to examine
the collg;tion in at least the following categories of materkals format:

.

1
» ’
y 2 .
‘ 3.:%, . ng

3.

Print (or printed) materials \\

-«Books' and bookstock *
- Periodicals - , _
- Other print materfals . ) “

MiproforM§ L T "4

Other.nonprint ?ate;iaTsf

. Depfnding_upon thé level of detail necezéary at the local level, it

be dseful to further refine' these cftegories according to.the sub- -

categories tisted. under MATERIALS FORMAT. For example, among school
Tibraries; 1t1s important to examine more clgsely-the hqldings of -

V6, - 8 - S e

nonprint materials. . R 18y

' ] I T
[ . '
hd : - * . ) hd : . ' N . .
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COLLECTION COUNTS (continued) )

Distinction should be made between the fo]]owing types of collections
held by the library: v
u‘ .

1. Materials which are solely owned by the reportingﬁ]ibranx

3 .
2. Materials which areAjointly owned fhose materials’ hb]d by the library \
which are not solely the property of the tibrary.or 'the parent !
organization. These materials in¢clude rotating collections owned .
by a sfstem of librardies, materials acquired in conjunction with A
another library ot other 1ibraries, or materials otherwise partially
-owned by the reporting library.

3. Rental co]]ections or materials oh loan to gke reporting librarj
Materials which, although housed by the reporting 1ibrary, are not
owned by the reporting library. These include materials receimed
as part of vental collections, on extended loan to the library from
another library or agency, or on loan from an individual. -. .~ e

‘ _ ¢ at. . '

Counts should include: _ T . : ) .

-

1. Title:'A tItle is a pub]lC&t]On which forms a separatg}bibllogra hic
whole, whether issued in one pr several volumés, reelsy discs,;ngdes,
or parts. It applies equally to printed as well as nonprint mate-- ° \
rials. (19) A title may be distingufshed from bther.tjtles.by its '
unique International Standard Book Number or Seri 1 Number. Esti- -
mation procedures are specified in the U.S. Natidnal,Center for
Education Statistics Library Gener&] Infdrmation Surveyﬁ(LIBGIS)

B . 2. Physical unit: A single unit ho]ding of the 1ibrary distinguished % WX
' from other single unitf by a separati binding, encasement, on ogher R
45 . clear distinction. It 5 boxed togeq%er (e.g., book- baba, kits) .- o,

should be counted as "ohe." Otherwise, each individua) ixe (e gu %

a slide, an Qverhead transparency, a microfiche- carql $hou .
counted as "one.". Simi]arly, a physich vo]ume should, be
as "one."

. . ety
- In order to assess the contents:-of the microform co]lection, it is - )
advisable to include cdunts of books periijcﬁTs, ard other materials = /%

v held on microform, as well as the physical” dimensions, of the- co]lect1on“ L
Both title and velume equivalency counts of materials on,mftrofbrm -are, . ¢
‘considered appropriate. Finally, for some purposes, it is qdvqntageous ‘
for the library manager to know the bdok value of ¥ collection, and
of course, some assessment of thé effectiveness of- the collection in A
meeting the needs of the target bbpu]ation e . .

t -

L o
COLLECTION EXPENDITURES: See Collect§§§ resources e&penqiturts ander .
EXPENDITURE CATEGORIES AND . ‘

, . a Vv ) - , ,Xw
i : . v ¥
- ' Ut ‘¢ .
~lé;i : D ¢ P

COLLECTION DEVELOPMENT SERVICES: See' PROGﬁAMMAfIC ACTIVITIES g
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. . vGOLLECf:gN RESOUkCES - Fhe tota] accumu]ation of libsary materials pro-

- vidéd by a library for 1ts clientele. Also called 1ibrary (collection)
'matertdls, 1ibrary resources, or library hpldings. (5)* Collettion
resources are,measured in the following ‘types of terms: ° S,

e
.
T~

&

1. Physical di nsions: The numbers, formats and sizes of materials

‘ he‘a To the colTection. Psttca] dimension s most appropriate
to determining. facility needs, equipment needs., and.associated
planning. . MeaSuresoused for¢ physical. dimensions include: N

:? ) Materials Format o ) )

. L% . - ' . ) ) '. . S “ .
l\i ' o‘Physicaﬂiunitq i N ‘Z . N
N > r AR '

RS | Shg&f Space utilized — T s

»

2.. Inte]]edtual -dimensions: The scope. and depth of the coI]ection ¢

S resources 'Measdres of intellgctual. dimensions include: - -

e \ T Ae Co]]ection hreadth: The coverage, regard]ess,of depth, of sdbject
-, , % - mtter; the‘bcdpe (either in subject interest, age,-or other)"
| - of the audience *intendedyby the matgﬁials of the collection (this
- ~ should not be confysed with the intehded audience or, target group
& - _af the library);. and the pverall capabi]ity of the co]]ection
“. ~ to provide information for a variety ‘of purposes pnd at ‘a variety
- ’ .-of levels. -

N J

K

Co]]ection depth The degree to wh1ch subject matter contained

Tn the collection (And as identified by collection breadth) is

' - represented and the level of the intended audfence of the naterial.
\ ; ‘Collection depth closely relates to the capability of the cqliece
ST tion to mept highly specialized, and often sophisticéted, demand

, -
\“

N A

AP
rl

.o ‘ for information. Beyonhd the-density’ of coverage (i.e., the numberw

LI gf titles 1n*each subJﬁct covered), special collections, technica]
' repogts,: and simitar indicators of the 1ntended audience of the
materia] need to be cogsidered. - :

3. Re]evanc "Relevancy of the co]lection relates éﬁé inte]lectual o
- dimensisons of the collection resources with the characteristics ‘
of the library's tardget group. In addition, currency<gf the col-

_1s cofisidered.

) Approériate ‘collection breadth: The Jdegree to which the subject
_ matter covered and the intended’ age °ranges (or, alternatively,
" the degree of acquired knowledge assumed by the materials in the
collection) correspond to the chanacteristics of the ‘target gr0up

] Apprqpriate ‘collection depth; The degree to which -the depth of
colTection--either in Tevel of subject sophistication or in fitle
. density--correspond to the chdracteristics of the target group.

¢
o

. .
. B !

. . v . .

. .

e . . . . .
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* " lectign resources, either in interest or. 1n,recency ‘of publication, -

~
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_ . o Curren of’collect on: Collection currency is a function of

. Tnterest-as well as of recéncy of. publitation dates represented
; .~ 1inthe collectibn. Beyond age of the collection and acquisition
g AT rgtes, the recency of .use of the titTe needs be considered

4, Accessibi]ity. Accessibi]ity refers to the physic 1 positionihg of
. colTectTon materials and ‘thé aase with which the user can locate
e - desired information within the cqltection. Me¥sures of accessibility
v - include de]ivery time of materials to- the 1ibragy user from the , .
‘ ' collection, from off-site storage, and through recall of materials ) -
‘L - from circulation; the ease with which a patren can locate desired
¢ : . + . materials on the shelf and through’ the public. catalog; ‘and the’
' “upsatisfied”demand for materials which are inaccessible to the
’ ( patron (e.g.; lost, in circulation, in the bindery). Accessibility
P’ A ¢an also be app]ied to paterials available in resource sharing and
network agreements. - - o

5 Ava lability, AVailahX1 ty. is-an indjcator of the existence of
_requested material or in ormation within the|collection. Specific .
measures of~availability Jnclude percent of urn$nt pubTicasjons

i

purchased 2udﬂil~library"p cent of requests f by the- library
?.collection,* number of‘interlibrary‘lpangaor owing tequests by .

1ibrary's oSer group (for materialt. not d by th#!Vibrary). {' . ~

Col n aﬁﬁiiabilatygnecessariTy needs/to- 4é wetghed in light ~
a]s available in consortium, networkgor other coopera-
x1‘i~91e endeavors in which the 1ibrary par icipates.. oL 7

¥

’%{ggi "\Véy?. Uti]ization' ﬁiE%%&tion faqtors are an indicator of the utiTitx

_ , of tEe colTection.to the user. Specifically, colléction ytilization
", A .. Tis a measure he relative use of titles in 'the ho]lecttbn through
. ', circu]ation, interlibrary loan, and in house use ' A .

"COLLECTION RESOURCES EXPENDITURES See EXPENDITG\E €ATEGORIEScAND TRANSFERS. -
; COLLECTION RESOURCES MAINTENANCE ’ACTIVITY The activityland expenﬁitures B .
. ; necessary to preserve the library's actumutation of ‘materials for the . R
1 ( lection Thisrcategory inq*udes binding, mending, preservation, and -
‘c versdipgn of materials in the collection -in order to ensure its con- .
R tinued us®fulness.. Organizat{on and circulgtion of the collaction (1. €y’
C " shelving, catploging, and control\ are not considered a part of collec-* -
) -, tion maintenance. Costs associatgd with in- -hoyse maintenance should - . .
1\ 7« not be reported here, since they reeal ready reported elsewhere, &.9.,
B T | sa]aries ahd wages . Yoo . ;
oy k4 *\
1. 'Binding gnd‘rebindiqg The pracess of producing a single volume from
Tea eets, sighatures, or issues, of périadicals, or. ofucovering
IR ch‘k‘ me, either initially, .as, in the case of "bifding," or |
a“thorough restoration of a yolume invodying resewing and a new - e
| cove%, as in thescase of “rebipding." Al1S8d Thcluded are repairifg:  °* ,
. a And mending. . (5) “For expendi ure reportkz g: purposes, ezpen\itdreq NP
. - R » - ¢ »
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COMPUTER PRINTOUT: See Computer materiql_under MATERIALS FORMAT.
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COLLECTION RESOURCES MAINTENANCE ACTIVITfZ:continued)

!

1. Binding and rebinding (continued) Ca

paid to commercial binders should be 1nc1uded In-house costs
associated with in-house binding, mending, and repair should be
excluded; these costs are a part of salaries and wages, supp]ies.
and other direct costs rebbrted elsewhere.

2. "Materials conversion: The process of cdﬁverting berent collection -

. .holdings of the Tibrary to.microform or other format for the purposes

v of preservation.- For expenditure reporting purpdses include only
those direct costs associated with commercial conversion. Exclude
expenditures for materials purchased in print or microform (included
under "collection vesources expenditures and direct custs associated
with 1natl£rar§ conversion costs’ (included uhder program expenditures).

3 Preservation DeacidificatﬁdAC,resthation replacament, lamination,

and other special measures employed to preserve materials in the
collection. .For expenditure reporting purposes, only those costs
associated with commercial firm preservation services should be
1nc]uded ~Direct costs associated with in-library preservation
activities ‘should be excluded from this category and reported under
program reTated QRpenditures»

4. Other collection maintenance: QOther activities and expenditures made

to maintain the colTection beygnd those specified and defined above..
{

COELECTION‘RESOURCES MAINTENANCE SERVICES See Technical services under
PROGRAMMATIC ACTIVIT{ES

COMMUNITY REFERRAL See Connmn1t1>reférra1 transaction under INFORMAT ION
.CONTACT arid/or Community reférral services under PROGRAMMATIC ACTIVITIES.

CATEGORI S AND TRANSFERS

" . COMPENS N: See Program éd;ghditures (dirdbt cpsts) under EXPENDITURQ\

- COMPULSORY ATTENDANCE See SCHOOL COMPULSORY ATTENDANCE AGE SPAN. &

COMPUTER\S"&/Cb;nputer device urder EQUIPMENT TYPES.
COMPUTER CATALOG Sée Online computer catalog under CATALOG

COMPUTER INPUT/OUTPUT BEVICE Se&™ Computer device under EQUIPMENT TYPES

COMPUTER MATERIAL See MATERIALS FORMAT.

i cqnp%}sg TERMINAL : ;ee Computer device under EQUIPMENT TYPES.
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CONSORTIUM, NETWORK, AND/OR COOPERATIVE ENDEAVOR: A group of independent
and autonomous libraries banded together by informal or formal agree-‘_ .
ments or contracts for sharing of resources, joint activities to improve
the 1ibrary service of the participants, or other common services or
Lplanning beyond traditional interlibrary loan (as defined in the National
Interlibrary Loan Code of 1968). These agreements may be temporary or -
permanent, ‘and may or may not include membership fees and service charges.
Examples include the OCLC, the Center for Research Libraries, and biblio-
graphic centers. Activities and expenditures associated with consortia,
networks, and cooperative endeavors should be recorded separately from
other activities and expenditures; however, such activities and expendi-
tures should remain associated with the appropriate programmatic cate-
gogy. For example, activities fostéred in information services by
participation in a cooperative should be noted separately from activi-
ties generated by a local demand. Both sets of activities, however,
should still be assdciated with information services. See also COOP-
ERATING LIBRARY. -At a minimum, the following types of programmatic
activities supported by cooperation should be identified:

1. Information serwices

¥

2. Interlibrary loan services

3. Collection development seryjces.

4. Materials acquisition services

5. Materials organization and control services

-

Various levels of cooperation can be distinguished:

~

1. Participation in Tocal cooperative activities: A group of local
Tndependent and autonomous Tibraries banddd.together by formal or
informal agreements for joint activities, resource sharing, or
other common services beyond traditional interlibrary loan.

2. Participation in regional ot intrastate codperative activities:
K regional or state system of‘1ndependént,11hraf¥i§=§rouped according .
to geographical divisions of the state(s). In . formal regional or
) state systems, there may be a-designated headquarters of which
T rgsponsibi]ities may include consulting, .cogrdinatian, reference* "y
and referral back-up, interlibrary lgan swjtching, and so forth.
Within such systems of public Tibraries, the state tibrary agency
® may act as an overall coordBﬁ:;Qr and funding source.c«

3. Participation in a bibliographic service center: A bibliographic.
service center 1s an organizdtion that Serves as a broker or dis-
tributor of computer-based bibliographit proc$:sing services (1.e.,
activities that assist libraries in estabTishihg bibliographic
control over their material and in gaining acceds to mechanisms
for their identification and retrieval). A bibliographic sgrvice
center may also provide other services, such as interlibrary loan

. facilitation and maintena:gg,gf_gnion catalogs. A service center
v gains access to external nésources through the facilities of a .

Q bibliographic utility. " (11)*

c .- 185
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CONSORTIUM, NETWORK, AND/OR COOPERATIVE ENDEAVOR (continued)

4. Direct participation in a bibliographic utility: A bibliographic
utility Ts an orgagization that maintains online bibliographic data
bases, enabling 1t‘to offer computer-based support to any interested
user. A bibliographic utility maintains a network data store and
provides standard interfacge through which bibliographic service
centers and individual library participants may gain access to
network_resources. (11)* Include-only direct participation In a
bibliographic utility; exclude access to bibliographic utilities
providéd to the library by bibliographic service centers, above.

5. Participation in a centralized processing center: Centralized pro-
~cessing 1s a system for ordering Tibrary materials, preparing them
for use, and preparing cataloging records for them in one librar
or agency for a group of libraries. (11)* ‘

6. Participation in a union catalog or union 1ist cooperative project

{other than through the above): Contributions and participation in

a catalog or 1ist ‘which describes the contents of physically sepa-

_rate 1ibrary collections, indicating by means of location data the
libraries in w“ch a given item may be found. (11)*

7. Partjc[patibn in other consortium, network, and/or cooperative
endeavor: Any cooperative activity conducted by ¥ndependent and
autonomous libraries, other than those’cited and defined above.

CONTINUATION DRDER: See STANDING (CONTINUATION) ORDER.
CONTRACTS: See CURRENT-FUND REVENUE CATEGORIES. .

CONTRIBUTED MATERIALS: Gifts of library materials to the collection by
private donors, other libraries, and agencies. The contributed mate-
rials retained and added to the collection should be considered
separately under MATERIALS ACQUISITION COUNTS.

CONTRIBUTED (VOLUNTEER) SERVICES: See Program expenditures (direct costs)
quer EXPENDITURE CATEGORIES AND TRANSFERS.

CONTRIBUTIONS: See Private gifts, grants, and contracts under CURRENT-FUND
REVENUE CATEGORIES. -

| CONVERSION: See Recataloging or Reclassificatioa-under CATALOGING ACTIVITY,

and/or Materials conyersion under COLLEC E SOURGE" MAITNTENANCE
ACTIVITY. ' S

‘ .

COOPERATING LIBRARY: A Jibrary ‘participating with other libraries in
cooperation eéndeavors beyond normal interlYbrary loah. Both numbers
and types of cooeprating tibraries should be consideped. "See also
CONSORTIUM, NETWORK AND/OR COOPERATIVE ENDEAVOR.

COOPERATION: See CONSORTIUM, NETWORK, AND/OR COOPERATIYE ENDEAVOR and/or

" COOPERATING LIBRARY. - ...

" [ 4 A N
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COPIER: See Printers/copiers/duplicators under EQUIPMENT TYPES.
COPY CATALOGING: See Derived gataloging under CATALOGING ACTIVITY.

COST: See Program expenditures (direct costs) ypder EXPENDITURE CATEGORIES
AND TRANSFEﬁS _

COURSE LEVEL: See ACADEMIC COURSE EE;EL.

CREDIT HOURS: See ACADEMIC STUDENT GREDIT HOURS.
CROSS- REFERENEE A direction from one term to another Also called
Reference. (1)

1. "See" reference: A direction in a catalog from a term under which
no entries are listed to a term or name under which entries are
listed. Other terms used are "See" Cross-References, "See" Subject
References, "See" Cards, and "See" Reference card. (1)

2. "See a]sq" reference: A direction in a catalog from one term or neme
under which entries are listed to another term or name under which-
additional or allied information may be found. (1)

CULTURAL EVENTS PROGRAMS: See Cultural, recreational, and educational

services under PROGRAMMATIC ACTIVITIES.

CULTURAL SERVICES: See Cultural, recreationg[l~and educational services.
under PROGRAMMATIC ACTIVITIES.

CURRENT-FUND BALANCE See FUND BALANCES.

CURRENT FUND REVENUE CATEGORIES: Standard categories that describe all
unrestricted funds accepted during the reporting period plus those
restricted funds that were expended for operating purposes during the
reporting period. The following categories are recommended:

1. Governmental appropriations: A1l unrestricted appropriations (in-
cTuding revenue sharing monies) and restricted appropriations to
the extent expended for current operations received from, or made
available to, the institution thrbugh acts of a legislative body,
exclusive of governmental grants and contracts. Includes monies
obtained through special direct taxation (e.g., mill levy) for
libraries. The following funder—]eve] subcategories are recommended:

e Federal : . .

o State - s
® Local

® Other jurisdiction

157,
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CURRENT-FUND REVENUE CATE&ﬁRIES (continued)

2. Governmental grants and contracts: Al revenues from governmental
~agencies that are recelved or made available for specific projects
or programs, including those under the Comprehensive Employment.
and Training Act (CETA). The following funder-level subcategories
are recommended: ,

o Federal

e State 2

e Local

@ Other jurisd?ction

3. Private gifts, g}‘antgJ and contracts: A1l revenues from nongovern-
mental organizations or individuals, including monies resulting
from the purchase of gifts or Services by nongovernmental entities
on a contractual basis. Unrestricted gifts, grants, and bequests,
as well as restricted gifts and contracts to the extent that they
are expended for current operations are included in this category.
Income from funds held in revocable trusts or distributable at the
discretion of the trustees of such trusts should be included. . When
the performance of contributed services is significant to the
library, the value of these services should be igcluded in this
category. When materials are donated to the library's collection,
the dollar equivalency of such materials need not be included in this
category. See also Program expenditures (direct costs) under
EXPENDITURE CATEGORIES AND TRANSFERS. N

4. Endowment income: Al¥ unrestricted income of endowment and similar
funds, restricted income of endowment and similar funds to the
extent expended for current operating purposes, and income from
funds held in trust by other irrevocable trusts.

5. Generated income: All revenues generated from the sales and services
of the 1ibrary including user fees, cost-recovery charges for ser-
vices, and sale df books, equipment, or other library assets.
Examples of such revenues are film rentals, library registration
fees, search service fees, interlibrary loan charges, overdue and
book replacement fines. This income is confined to monies received
from library clientele, other institutions, and other libraries
and should not include fransferred funds from other departments
within the organization for services rendered.

P

6. Other current-fund revenues: This category includes all items’of
revenue not covered elsewhere. Examples are interest income and
‘gains (net of losses) from investments of unrestricted funds.

2

7. Transfer-in: Monies transferred from another department in the
parent organization or governmental structure of which the .1ibrary
is a part, specifically as payment for services rendered, should
be included in this category. Typically, money does not actually

. change hands, but is ‘transferred between accounts on paper. S

. 188 L
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CURRENT-FUND REVENUE CATEGORIES (continued)

Academic institutions and nonpublic schools should also inclqge the
following category of income: '

8. Tuition and fees A1l tuition and fees assessed (net of refunds)
N against students for current operating expenses. Even if tuition
h and fees are remitted to the state as an offset to the state
appropriation, these monies should be reported in this category.

rt

For spezia] libraries serving private firms, consideration should be
“given to the following single category of_.income, or to a combination
of this category and selected others listed above.

9. Appropriations from parent organization: AN restricted and unre-
stricted monles provided by the parent ‘organization to the library
for cufrent operations

CURRENT-FUND SOURCE/USE FORMAT: A format used to display funds by source
(where the term use refers to expenditures and mandatory transfers).
The sources represent the funding sources out of which expenditures or
transfers are made.. Therefore the Current-Fund Source/Use Format is
S a matrix display of the uses of the current-fund expenditures.

es of funds classified by functions (programmatic activities) of
th& library are shown along the vertical dimension of the matrix, while
the individual sources are shown along the horizontal dimension. The
unique gharacteristic of the source/use format is the information pro-
vided in the cells of the matrix allowing the manager to determine not
only purposes for which current-fund monies were expended but also the

source of funding wsed to fjmance that expenditure.
: : W
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DAILY ATTENDANCE: See Average daily attendance under SCHOOL STUDENT COUNTS.

DAILY MEMBERSHIP: See Average daily membership -undér SCHOOL STUDENT COUNTS.

DATA BASE: A data base is a structured collection of data developed accord-
ing to uniform standards. (11) Types of data bases to which the library
may have access include: . J

1.

Bibliographic data base: A bibliographic data base is one in which
the data (information) represent individual bibliographic attribytes
of an item or article, typically including descriptive and subject
cataloging elements, indexing elements, authority elements, and
abstracts. (11)* Bibliographic data-bases include those subject
data bases provided to support’'reference services and those cata-
loging and acquisitions data bases provided to Support technical
services. :

Numeric data base: A numeric data base is one in which the data
(information) represent numerical facts, statistical analysis, or
other numerical information about a subject, geographical area, or
group of similar entities. Typically, numerical data include census
data, survey results, and other information which can be categorized
as "numerical." Do not include accounting or other data bases used
in the planning and management of the library. ‘ b

Full-text retrieval data base:’A textual data base is one in which

the data (information) are of a textual nature, including facts,

texts (of books, speeches, proceedings, etc.), or similar content. o
A textual data base may be distinguished from a bibliographic data

base in that the actual text (rather than reference to a'textual -«

item) is stored. An example would be Viewdata. See also FULL-TEXT
RETRIEVAL TRANSACTION. ) : N

Other data base: A data baseXother than the above specified types
of data bases. Include here authority data bases (unless a part
of a bibliographic data base), identification data bases (e.g.,
address lists, directories), and management information systems.

DEBT SERVICE: Includes repayment on principal and interest on all short- -

and long-term debt.

DEPRECIATION/AMORTIZATION: An accounting process whereby the estimated
value of equipmeént or buildimg assets are lowered according to presént
value-or salvage value. For the most part, depreciation is useful in
costing, capital investment, overtime, or for tax purposes. Under most
circumstances, this is included as an overhead cost or burden-rate since
such equipment and building benefit more than one cost center.

DERIVED CATALOGING: See CATALOGING A(in'vnv. ' ' ' o

DERIVED CATALOGING SOURCE: See Derived cataloging under CATALOGING ACTIVITY.

19&’ | o | _ [
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 DEVICES: See EQUIPMENT. TYPES.
DEWEY DECIMAL CLASSIFICATION (DDC): See CLASSIFICATION SYSTEM.

DIAL ACCESS: Dial access is the distribution of instruction, educational,
bibliographic, or other information by cable and/or microwave link
within a 14brary or between two or more institutions or libraries:
Strictly speaking, the communication 1ink is made over telephone lines
using a telephone for its cognection. . The transmission may take the
form of radio, television, computer data and there may be a computer
or computer terginal a y point on the network or communication system.
Input and outpul devifes mdy take the form of teletypewiters or other
input and output devices. For a summary of potential devices which.
may be employed in dial access services., see Computer devices under
EQUIPMENT TYPES.

*

DIORAMA: See Three-dimensional material under MATERIALS FORMAT.

s

DIPLOMA: See Certificate or diploma under HIGHEST DEGREE OFFERED/OBTAINED.

DIRECT COSTS: See Program expenditures (direct costs)'under EXPENDYTURE
CATEGORIES AND TRANSFERS. T . '

DIRECTIONAL TRANSACTION: See INFORMATION CONTACT. - y
DISADVANTAGE STATUS:.An indicator of ad\acadehic, eCononﬁc, cultural s or

, ~ other deficiency that substantially 1imits an individual's ability to -
access or utilize the materials or services of the library, or those

of the parent organization. Types of disadvantage status include: &/ |
1. No disadvantage - : . | : /)
2. - Academit disadvantage: A deficiency in the person's academic prep- .

aratiQn that requires some form of remedia] service or ‘assistance.

3. Economic disadvantage: A deficiency in_the person's income Tevel
that requires either financial assistance or special servicés to
guarantee access tosthe library resources or programs.

4. Cultural disadvantage: Individugik whose backgFounds and family -
culture (economic and social) are so different from the norm of .
_the school, community, or nation that they require differentiated
" services and materials. ’ g - .
5. Functionally illiterate: .An adult who is unable to read, write, and
* compute sufficiently well to meet the réquirements of adult life.
o . . ’ . ,

6. Other disadvantage -
DISCHARGE: See GIRCULATION TRANSACTION.® . .  *

- . . .
DISCIPLINE/SUEUECT MATTER: A branch of knowledge or.teaching. /Disciplines
and subject matter can be categorjzed according td the classif{cation
and coding of fields of supject matter used in the National Center for
.Education Statistics, Classification of Educational Subject Matter (1977).

19j -
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DOCTORAL DEGREE: See HIGHEST ngkcs OFFERED/OBTAINED. . Y

DOLLAR AMOUNT: The quantifiable measure of a financial transactiom or
summary as expressed in U.S, dollars

DOLLAR EQUIVALENCY: The monetary valué of services. miterials, nondollar
assets, or other commodity, based upon.the value (on the open market)
of such services, materia s, assats, or other commodity. See also
Cogtribated (vOlunteer),services‘under EXPENDITURE CATEGORIES AND

-

DONATED MATERIALS See CONTRIBUTED MATERIALS.

DONATED SERVICES: See Contributed {volunteer) ggrvices under EXPENDITURE
~ CATEGORIES AND TRANSFERS. ]

~ DUPLICATORS: See Pr1nters/copiers/dgpljoa&prs under EQUIPMENT TYPES.

-

o
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EDUCATIONAL ATTAINMENT: The level of school completed. This excludes
level in progress of completion; the grade or degree prior to current .
data should be considered as the level of educational attainment. The
followkng gradations in education are appropriate:

s

For library employees

1. Less than high school graduation | s

2. Certificate or diploma

3. Associate degree

4. Bachelor's degree

5. Master's degree

o In information/library science
¢ In media/educational teJhno]ogy
e Two or'more'mastg;'s.degrees (or master's and first professional
. degrees)
- one of which is in information/library science
- one of which is in media/educational technology
- none of wh1ch is in 1nformat1on/]ibrary science or media/
educationa] technology

o Other master's

. 6. Doctéra] degree
7. Other

For adult populatiaon

Ny
1. No school years completed

2. Elementary school years completed
o 1 to 4 years completed
¢.5 to 7 years completed

¢ 8 years completed

3. ‘High school yeargrcompleted .

-t ' o 1 to 3 years completed

19;

e 4 years completed ‘ | : N
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EDUCATIONAL ATTAINMENT (continued) :

For adult population (continued)

4. - College years completed

e 1 to 3 years completed

e 4 or more years completed

A

5. Unknown
ELECTRONIC DISPLAY DEVICE: See EQUIPMENT TYPES.
 ~ ELECTRONIC DISPLAY MATERIAL: See MATERIALS FORMAT.
ELEMENTARY SCHOOL: See SCHOOL. "

EMPLOYEE: Any individual compensated by an institution for services ren-
dered. Included are individuals who donate their servicés, if services
performed are a normal part of the institution's programs or supportina
services that otherwise would be performed by compensated personnel.
Specifically exqluded are employees of firms providing services to the
institution on a contractual basis. See also PERSONNEL RESOURCE' CATE-
GORIES. : . ¢

EMPLOYEE COUNTS: The recording or reporting of employee/personnel data
'by one of the following methods:

1. Service month: The equivalent of one individual working full-time
for the period of one month. Service months are calculated by
multiplying the percent workload (relative full-timeness) by the

Lo number of months of the individual's appointment. As examples, an
individual employed half-time for six months would be equivalent

-of (.5 x 6) or three service months. An individual employed full-
' time for nine months would be equivalent of (1.0 x 9 n\nd X
‘ service months of resource, and so forth. :

2. Hea&cpunts: Involves a profile (pgint—in—time) identification: of
the actual unduplicated number of employees. Usually used for
recording and reporting emplaoyment level or employmen:?}tatus by

such categories as full-time/part-time, male/female, rage/ethnic
. status, and regular/temporary/seasonal.

3. Full-time equivalent (FTE) counts: Involves the identification of
numbers of employees by their tota]l contracted or assigned per-
centages of time during a given period (generally a fiscal year)
in order to reflect the library's personnel resources. These FTE

. counts can be summarized by hiring\units, types of programs (for
exampley Information Services, Coljection Development ervices,
Administrative and Administrative Support Services), types of
' specific work assfgnments (e.g., administrative, clerical, or
. : service). - '

‘. N . A : : ' '
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EMPLOYEE COUNTS (continued)
3. Full-time equivalent (FTE) counts (continued)

A full-time equivalent personnel resource is defined as the equiva-
lent of one employee who is deemed to be carrying a full load in °
accordance with an instifutionally agreed-upon convention for con- '
verting' numbers of specific employees to an equivalent number of
full-time employees. For purposes of reporting information about

FTE personn#l resources, the following method can_be used to cal-
Lulate comparable fiscal year FTE personnel resource data: '

Step 1: Determine the total service months rendered by an indfvidual
over a fiscal year. For a given employee, multiply the percent
workload (appointment percentage or relative full-time status) by

the number of months of the individual's appointment for the fiscal
year. For employees hired for a period of time that irvolves less
than a month, multiply the percent workload by the applicable per- .
centage of the month involved (that is, two weeks would generally \
be considered half or .50 of a month). i

’ N
Step 2: Determine the total annualized FTE personnel resources é? BRI
all employees available during a fiscal year by totaling the serVice o
months calculated for all employees (in Step 1) and dividing by 12.

EMPLOYM[NT CATEGORIES: See PERSONNEL RESOURCE CATEGORIES and/or Employment

categories (of adult population) under PUBLIC LIBRARY TARGET GROUP. ) )
ENDOWMENT INCOME: See CURRENT-FUND REVENUE CATEGORIES.
ENROLLMENT: See SCHOOL STUDENT COUNTS.
ENTRANCE REQUIREMENT: See MINIMUM ADMISSIONS REQUIREMENT.

ENTRY: A record of a bibliographical’ entity in a catalpg or list. (9)
For catalogs, entries may include author entries, added entries (secondary
entries), main entries, and analytic entries. :
-«
EQUIPMENT CIRCULATION TRANSACTION: The loan (or rental) of .an item from
the library's equipment resources to a library user. ‘

EQUIPMENT DIS‘I‘BUTION SERVICES: See Circulation services under PROGRAM-
MATIC ACTIVITIES. ,

EQUIPMENT IDENTIFIERS: Serial pumbers, repair records, and other identi-
fication pertaining to an individual piece of equipment. Also included
are descriptors regarding the ownership and availability of the piece
of equipment: _ .

1. Equipment ownersh1p status: An jndicator that the library owns ,-
rents, or has borrowed’the piece of equipment.

2. Equipment availability: Yhe degree to which the library s usey group
can access the individual item. Generally this 1ncgudes whether
the equipment 1s avaﬂabTe for circulationn 1ib ry use, or not
“for use-by the 11brary s user group

*
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EbUlPMENT TYPES: Report the iypes of equipment provided by or utilized
by the library. ‘Indicate the status of ownership associated with these
equipment (i.e., owned jointly, owned, or.rented/leased}.

1. Agdio device: A device used for the reception, recording, trans-
mission, or reproduction of sound (only). (17) See also Audio-
recording under MATERIALS FORMAT. .

o Audioplayer: A unit which can play back recordings on tape or
disc, but which-is-not capable of recording. It contains ampli-
fiers and/or speakers. Included are tape players and record
players. . o

® Audiorecorder: A unit which can record (and may play back) sound
on audiotape, audiocard, or audiopage. It wmay contain heads for
erasing,. recording, and playback; amplifiers; and transport
mechartisms. The recordez may be monophonic, stereophonic, or
mul ti-channel and may have provisions for comparison of chanaels.
(17) Included in this category are cartridge audiotape recorders
and cassette audiotape recorders, audiocard recorders, and audio-
page recorders. ‘

A

e Audiotape duplicator: A device used to transfer the audio signal
from one audiotape to. another. Duplicators ,usually make the
transfer to one or more copies at speeds much faster than real
time or grdinary playback speeds. It may duplicate audiotapes
on reels, cassettes, or cartridges. (17)

e Listening center: An audio distribution device into which headsets
can be connected to enable more than one user to listen. to an
audio program. It.may have more than one channel and may have:
volume controls. The entire unit may be permanently mounted or

N\ ~ packed into a storage case. (17)

‘IncTuded here are radio receivers, audio ipduction equipment,

\ng;:er audio device: Any audio device not listed or defined above.
atdio amplification equipment, audio mixers, and audio compressors.

[y

2. Computer“device: A computer and those devices which will enable a

~ Tomputer to-perform its task. The combination of devices is capable
of accepting information, applying prescribed processes tg the
information, and supplying the results of the application to these
processes--all without human intervention. (17) See also DIAL
ACCESS and/or Computer material under MATERIALS FORMAT. -

]

Computer devices includegﬁ:-$u

e Computer: An electronic dS\éﬁg%fcessor that can perform substantial

computation, including nume arithmetic or logic operations,
without intervention by a humaigpérator during the run. (3)*
This includes the main frame (i.éPjcentral processing unit which
contains “the main storage, arithmetTRwgnit, and special register
groups); storage and input/output dev Sugh a computer cam

19y
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- EQUIPMENT TYPES (continued)

Computer device (continued)

e Computer (continued)

also act as input-output buffers in a system of computers. Gen-
erally speaking, computers can be categorized according to size
and speed: large-scale systems, midsized systems, minicomputers,
and:microcomputers. :

e Computer terminal: A unit which'permits one Or two-way communica-
tion Betweq? a user and a computer via communications lines. The
device may include features such as a cathode ray tube (GRT),
typewriter/tetetype unit, light pen, printer, plasma panel, tele-
vision receiver, touch sensitive panel, keyboard, card reader,
tape reader, or audio output unft. (17)

FY

e Other input/output device: Other device or collective set of devices
used for conveying data into or out Of the computer. (3)* Includes
independent card readers, line printers, and other input/output
devices which are not features of the terminal, but are a part of
the computer terminal. Include here card printers associated with
computer systems. .

e Other computer device Any computer device not listed and defined
.above

.

Graphic or repfoduction"device: lhe equipment-utilized in the pro-
ic materials. (17) Exclude
printers and other reproduction devices affiliated with computer

devices above.

e Printer/copier/duplicator: Machines which reproduce printed or
graphic images, from a paper master (original), stencil, or metal

- plates onto paper copy. Also included are microform duplicatars
which reproduce images from microform onto a paper copy or micro-
form copy, other than microform reader/printers.

o Other graphic and reproduction device: Any graph® or reproduc-
“tion dev?ce not 1isted or def1ned above

Electronic display device: The equi nt used in the production

and electronic transmission of visual images and sound. (17) See
also Electxonic display materials under MATERIALS FORMAT. v

e Videotape recorder: A device which can record images and sound on
videotape and which can-'play back the videotape for viewing on a
television monitor or special_receiver. The videotape recorder -
mdy use reels or cartridges or cassettes. Most videotape re-
corders used in instructional programs are helicalscan type.

Also called VIR. (17). r

19, |  /
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EQUIPMENT TYPES (continued)

4. Electronic display device (continued)

° V1deog]a¥en: A device which can reproduce sound and pictures
from a videotape or videodisc on a te]evision monitor or special
receiver. It cannat record images or sound. The unit may use
videotape on reels or in cartridges or cassettes. (17)

- ‘@ Television receiver: An electronic device which intercepts the

signal of a television broadcast or (with adaptation) television
- signals from other sources, amplifies, and translates the signals
into image and sound. (17) Exclude television receivers asso-

N\ ciated with computer equipment.

® Telewriter: A device which transmits (1ive) and displays hand-
writing and simple drawings over telephone lines. Telewriters
used for computer communications' should be excluded. (17)

® Other electronic display device: Any electronic display device
not Tisted or defined above. j )

5. Pro?ectingjor magnifying device: A device which enlarges or mag-

nifies visual images for viewing. Some have provisions for sound
accompaniment. (17) See also Projected or magnified material
under MATERIALS FORMAT. .

4

e Filmstrip projector or viewer: A filmstrip projector is a device
esignkd to project filmstrips (usually 35 mm) and which normally
projetts a single-frame filmstrip and may project a double-frame
filmstrip. A filmstrip viewer is a device equipped with a built-
in viewing glass or rear projection screen for viewing filmstrips,
usually single-frame filmstrips. (17)*

’

e Slide projector or yiewer: A s)ide projector is a device designed

< to-project sTides on transparencies mounted in small ‘frames,

usually 2" by 2". Some models have provision for sound and/or
accept trays, cartridges, or drums. A slide viewer is a device
equipped with a built-in viewing glass or rear projector screen
for viewing slides. Models are available with provision for
playing accompanying audiorecordings. (17)*

® Microform reader or reader/printer: A projecting device. for
viewing microform. Included -in this category are microfilm
readers, microfithe readers, micropaque readers, and combinations

. of these. (17)* Microform reader/printers are equipped with
‘copiers which expose, develop, and fix the projected image on

suitable material. ,

e Motion picture projector: A device designed to project motion
pictures. 1t may be equipped to reproduce sound on either mag-
netic, optical, or both types of sound tracks and may have audio
recording capability. The most common types of motion pictyre

195 \/, )
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EQUIPMENT TYPES (continued)

5.1 Projecting

|

e Motion picture projector (continued)

projectors 1ﬁ instructional institutions are 16 nm, 8 mm, and
super 8 mm. - (Some projectors have built-in viewing screens but
should still be recorded as projectors, not viewers.) (17)

e Other projecting or magnifying device: Any projecting or magnifying
device not listed or defined above. This category woyld include
sound synchronizers (except those synchronizers built into an

- audiotape recorder or player); projector dissolve controls (except

» television dissolve units); projection/sound programmer (i.e., a
device which controls the synchronization among sound reproduction
and/or projection devices); overhead and opaque projectors;
stereoscope (an dptical device with two lenses enabling ®a¢h eye
to see a separate image of the same scene giving the effect of
three dimensions); teaching machines (a mechanical or electrical
device which presents an instructional program at a rate controlled
by the learner's responses to the machine); microprojectors (which
enlarge and project microscopic transparencies such as microscope
slides); film inspection/cleaning machines (which automatically

© 1inspect motion pictures apd filmstrips for damage and/or clean
the motion picture or filgstrip); and screens used to view the
projected or magnified material.

6. Photographic device: A device used in photographic production of
either still photography, motion picture photography, or microfilm- -
ing. (17) This category includes cameras, darkroom équipment, and

_ motion picture processors and editors.

7. Other devices: Other devices; or specia]léquipment, not ldisted or
: defined above should be included- here.

B
ETHNIC IDENTIFICATION: See RACE/ETHNIC IDENTIFICATION.

EXCHANGE : See GIFTS AND EXCHANGES and/or Interinstitutional exthange and
" delivery services under PROGRAMMATIC ACTIVITIES.

EXECUTIVE/ADMINISTRATIVE/MANAGERIAL PQOFESSIONAL: See PERSONNEL RESOYRCE
CATEGORIES. :

EXEMPT EMPLOYEE: An employee whose conditions, of employment and compensa-
‘  tion are not subject to the provisions of the Fair Labor Standards Act
(FLSA) as amended. Exempt employees are not eligible for over'time pay-
ment. According to Section 13 of the Act, an exempt employee is "any
.. employee employed 1n a bona fide executive, administrative, or pro-
fessional capacity. . . ." This category typically includes executive/
administrative/managerial and specialist/library professionals. -

EXHIBIT: -See Three-dimensional material under MATERIALS FORMAT.

19
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EXPENDITURE CA RIES AND TRANSFERS: Those types of expenses for which
income 1s employed. See also CURRENT-FUND SOURCE/USE MATRIX. Types

of expenditures inelude: :

1. Program expenditures jdirgct costs): Any cost that can be speci-
fically identified with a particular activity center. The following
items have been identified as direct costs:

-~

e Compensation: The total amount of doi]ars, including both gross
salaries and fringe benefits, paid directly to, or on behalf of,
employees. The following categories of compensation are recom-
mended:

. \ .
- Salaries and wages: The gross amount in dollars paid to an
| employee excluding fringe benefits. :

/ - Fringe benefits: Includes all benefits paid and accruing to
an employee, regardless of whether the benefits or equivalent
cash options are available to all employees. Possible types
of fringe benefits include Social Security, retirement, medical
insurance, life insurance, guaranteed disability income pro-
tection (excluding annual sick leave benefits), unemp loyment
compensation, workmen's compensation, and other benefits (in-
\ cluding tuition and housing benefits).

e Supplies and services: Includes. consumable instructional, research,
and office supplies and materials; communications costs (including
te®ephone, telegraph, postal, printing, binding, and reproduction
services); travel (i.e., transportation, food, lodging, and mis-

: cellaneous expenses reimbursed to an employee who has represented
- . ~or conducted business for the library or parent organization);
and other contractual services produced from outside sources that
can be directly identified with a particular activity center,
including preprocessing costs, leased collection, and commercial
binding costs. ' '

-

e Noncapital equipment: Includes equipment items that-benefit the
Tibrary or activity for more than one operating period. This
category will typically include office machines and equipmént,
furniture, and furnishings, in¢luding free-standing bookstacks
and other items of similar nature. Excluded are any equipment
purchased from capital funds. Typically, those items or property
that have an acquisition cost of less than $500 or an expected
life of less than two years are included in this category.

The library may also have direct costs that are not récorded in

the internal accountipg system. Some of these may be: - -

e Expenditures made by the parent organization: Expenditures made
by the parent organization that should be considered and included
as direct costs of the library. Retirement benefits paid for by
a central agency in the parent orgdanization on behalf of library
‘employees as well as other organizatign employees, centralized
purchasing, and organization transportation pools are examples

Q . of such-expenditures. . '
. ~0u
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EXPENDITURE CATEGORIES AND TRANSFERS (continued)

1.

Program. expenditures (direct costs) (continued)- >

o Expenditures made by anotheér agency: Expenditures made by a local,
reglonal, state, or Federal agency that should be considered and
£ included as direct costs of the library. Retirement benefits
paid for all state or Federal employees, a district, regional,
state, or Federal purchasing agency, district, regional, state,
or Federal transportation pool are examples of such expenditures.

[ E%anditures made by a central administration: Any services pro-
-vided by a central administrative function that must be apportioned
to individual departments before direct costs are calculated.

o Contributed (volunteer) services: Services rendered to an insti-
tution for which Tittle or no compensation is paid. The monetary
value of donated services can be determined on the basis of pay-
ments to other staff having equal qualifications, training, ex- :
perience, and responsibilities at the institution. If the number \
of salaried personnel is too small to provide reliable salary and
wage data, reference may be made to other-sources of such figures.
(10)* Only those services which are significant to the library
should be included. ; , '

Collection resource ekpénditures: Expenditures for library materi!']s
including print, nonprint, and special collections. Exclude costs
of preprocessing, acquisitions of library equipment, and collection
resource maintenance activity. C

Expenditures for capital assets: This activity center is a holding
account for any capital expenditures made from the library's current
funds. Expenditures for capital assets include monies expended for
land, land improvement, buildings, additions to buildifys, and
capital equipment. Capital equipment is defined as any equipment
items costing more than $500 (or similar lower limit established

by the institution) and having an estimated service life of more
than two years. Capital expenditures for the current year are not
included in the costs of the other activity centers (i.e., program-
matic activities). See also DEPRECIATION/AMORTIZATION.

Mandatory transfer-eut: Includes all transfers from current fund
that must be made to other fund groups in order to fulfill a binding
legal obligation of the institution. These categories are distinct
from voluntary provisions made at the discretion of the parent .
organization, governing body, *or library and therefore classified
separately. This cateyory includes the following subcategories:
provision for debt service, loan fund matching grants, and other
mandatory transfers. *

¢

. Nonmandatory transfer-out: This category includes all transfers from

the 1ibrary fund to another fund at the discretion of the institu-

~ tion's governing board. Although such transfers usually involve

L3
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EXPENDITURE CATEGORIES AND TRANSFERS (continued)

5. Nonmgndatory transfer-out (gcontinued)

unrestricted funds of .the current fund, a redesignation of funds
previously designated for a different purpose may be made and the
subsequent transfer recorded in this category.

EXTENSION OF. LIBRARY SERVICES: The supplying of books and other library
assistance (inc]uding reader and research advisory services) to indi-
viduals and orgapizations outside a library's regular service area, and
to areas in which }ibrary service is not otherwise available. These
services may be reimbursed by users or subsidized by other sources, or
may be provided gratisTby the 1ibh9ry. (5)*
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F

FACILITIES: See BUILDING IDENTIFIERS/CHARACTERISTICS and/or ROOM USE
CATEGORIES. &

-

FACILITY AVAILABILITY: The number of hours annually in which the library
facilities (or a portion thereof) are open to 'the library's clientele.
Total facility availability is determined by the addition of the number
of hours each library facility (i.e., building) is open and accessible
to the public® Average facility availability is determined by dividing
the total facility availability by the number of individual facilities’
(1.e., buildings or service outlets) of the library.

FACILITY MEASURES: See PROGRAM MEASURES.
.
FACT-FINDING SOURCES: See REFQRENCE COLLECT!QN.

/
FACT-FINDING TRANSACTION: See Reference transaction—under INFORMATION
CONTACT

. |
FACULTY: See RESEARCH/INSTRUCTION EMPLOYEE and/or Classroom teacher under

SCHOOL LIBRARY/MEDIA CENTER TARGET GROUP. [

FEES: See Generated income or Tuition and fees under CURRENT-FUND REVFNUE
CATEGORIES

FICHE: See Eighe_ggtalqg under CATALOG and/or Microfiche under MATERIALS
FORMAT .~

FICTION: This category includes material of which conteht is not intended
to be fact. Such material includes *but is not exclusive to) narrative
prose literature, with events, characters, and scenes wholly or partly
the product of the imagination, as novels and- short stories.

FILLED BORROWING REQUEST: See Requests filled within user specified time
under INTERLIBRARY LOAN BORROWING ACTIVITY-

&

FILLED LENDING REQUEST: See INTERLIBRARY LOAN LENDING ACTIVITY.

FILM: See Motion picture film or Microfilm under MATERIALS FORMAT.

FILMg!RIP: See Projected or magnified mateﬁial under MATERIALS FORMAT.

FILMSTRIP PROJECTOR OR VIEWER: See- Projecting or magnifying device under
EQUIPMENT TYPES. _

FILMSTRIP VIEWER: See Fllmstrip projector or V1ewer under EQUIPMENT
TYPES.

FINANCIAL MEASURES: See PROGRAM MEASURES.

FINANCIAL RESOURCES: The assets, liabilities, and ‘fund balances attribu-

table to the library. Specific categories included in financial reséurces
are; . ‘
. 'S S )
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FINANCIAL RESPURCES (continued)

: 1. Assets: This category generally includes such items as cash, in-
vestments, pledges receivable, accounts receivable, notes receivable,

. inventories, prepaid expenses and deferred charges, institutional
plant, and interfund borrowing due from or to other funds. Specific
categories include:

e Cash: Includes the cash on hand, petty cash, and cash in bank
accounts, associated with the 11brary Does not include short-
term investments.

e Investments: Includes real estate, marketable securities, copy-

rights, royalties, and ‘so forth.

. e Pledges receivable: Pledges 1hc1ude pledges of gifts, %ubscription
3 notes, and estate notes.

e Accounts receivable: Includes all amounts dwed the library, and
Timited to uncollected amounts of completed sales (i.e., uncol-
lected generated income). Governmental appropriations that are
subject to release by a governmental office for library use should
be included here. .

° Prepald expenses and deferred charges: Includes that portion of
operating expend1tures ‘properly chargeable in a period subsequent
to the date of the fiscal report.

e Plant: The physical property owned by the library and used for

Tibrary purposes, such as land, buildings, improvements other
than buildings and equipment. .

e Interfund borrowing due from or to other funds: Represents the

amounts of funds loaned temporarily between fund groups (for
Y example, current funds loaned to the plant fund).

o Other aS§§§§_ Include here inventories and notes receivable.

2. Liabilities:»This category can include accounts payable and accrued

. [Tabilities; notes, bonds, and mortgages payable;-deposits, deferred
‘revenues; and .contracts payabhle. Speciftc categories are:

° Accountsgpayable and accrued liabilitids: Represents liabilities
for goods received and other expenses incurred for which dis-
bursements have not been made as of the date of the fiscal report.
Payrolls due and unpaid, amounts deducted from payrolls and not
yet forwarded to proper agencies (e.g,, income-taxes withheld,
social* security taxes, and retlrement annuity premiums).

. Ve
' e Nptes, bonds, and mortgages payable: Representgﬂliab1]1ties for
- outstanding notes, bonas, and mortgages. , A
- . : . & . . ) '
S o S =0 ;o




" FIRsT PROFESSIONAL DEGREE: See HIGHEST DEGREE OFFERED/OBTAINED.

»
."."

5. necessarily a ca1endar'(1‘!.. January throligh Decembser) year.
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FINANCIAL RESOURCES (continued) - - - .* o - o
2. Lisbfiities (cantinued) C o

o Deposits: Iwé1udés receipts for various pdrgoses'that.a”library e,

- my be required to repay in whole or part’ Examples are deposits g
- for breakage, room rental‘contracts; keys, library bboks, and . * -
sao forth. , , ' ,

° Defefred revenues: Includes paymehts made to “the library in adéfl
vance of the fiscal period reported to which they apply for s#r-
vices to be rendered in a subsequent fiscal period.

o Other liabflities: Liabilitiés not listed or definefl above. In- .
-+ /cludes contracts payable. _ - "

3. Fund-balances: The difference (excess or deficit) between assets
and Tiabilities for each of the following--current funds, loan funds,
.$ndowment and stmilar funds, annuity and life income funds, plant
unds, and agency funds. Fund balances include: .

e Current-fund balance: The net accumulation of the excess of
_€urrent-fund revenyes over cirrent-fund expenditures and transfers.

¢ Endowment and similar fund balance: The ba]ance.of'funds in en- N

dowments, term endowments, and Ghasi—e??owments specifically.
enddwed to the library. . . d

. ﬂhexpended piant fund: UgeXpehded'resources.fhat-have been set
‘aside for the purchase or construction of pliysical plant in
excess of associated Tiabilities. ‘

- \

TN

. @ Funds for remewal and'rep1acemént:-Unqxbendéd'resourcés held for
the renewal and replacement of physical plant.

¢ Net investment in plant: The net investment ffplant is the total
equity in facility assets. - It is, in short, the library's "paid
for" plant facdilities. '

e Funds for retirement of indebtedness: Resources held for the re-
tirement of, and’ the interest.on, the debt owed on the library's
physical plant. It includes sinking funds established under
bong indentures, mortgage amortization payments accumulated but

‘Rot yet dye, and other resources accumulated for interest and
. debt retirement. : i

A
LY

e Other fund baiances} Fund balances not listed and defiqed above.

P

PISCAL PERIOD:-A designated period at the end of which a Ytibrary or library
- system determines its financial coendition and ®he results of its opera-
tions and closes its accounts. The period-is usually a year, t?oggh not
5)*
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4-1-4 PLAN: SQQ'PREDOMINANT”CAEE\OAR SYSTEM.

-

FRINGE BENEFITS: See Compensation under EXPENDITURE CATEGORIES AND
_TRANSFERS. -

e
I'd

FULL-TFEXT RETRIEVAL‘TRANSACTION:'The seaféh and retrieval of *information
froma full-text retrieval dath base for a user. Each independent
information unit :obtatned for the user should be counted, not the

number of users. See also Full-text retrieval data base under DATA
BASE .. '

FULL- TIHE EQUIVALENT COUNTS: See ACADEMIC STUDENT COUNTS "and/or EMPLOYEE
COUNTS . -

FUND BALANCES: See FINANCIAL RESOURCES.
»

FUND SOURCE: See CURRENTwFUND REVENUE CATEGORIES. v
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GENERAL CIRCULATION S[RVICES See\CirLuldtlon serv1ces under PRObRAMMATIL
ACTIVITIES.

'

GENERAL CIRCULATION TRANSAOTIONL.Seé'CIRCULATION TRANSACTION.

GENERAL EDUCATION PROGRAM: See Culturall_recgggplonal and edugational
services under PROGRAMMATIC ACTIVITIES. o

GENERAL LIBRARY COLLECTION. See COLLECTION CATEGORIES. e

GENERAL REFERENCE COLLECTION: See Reference co]]ection under COLLECTION
CATEGORIES. :

GENERAL USE FACILITY: See ROOM USE CATEGORIES.
GENERATED INCOME: See CURRENT—FUND REVENUE CATEGORIES.

GIFTS AND EXCHANGE®S: The, acquisition of liprary materials by qift, or in
exchange, with another institution for publications of that institution.
(5) 1Items received and items retained by the library should be re-
corded separately. See also CONTRIBUTED MATERIALS and/or Private gifts,
. grants, and contracts under-CURRENT-FUND REVENUE CATEGORIES.

GLOBE: See Three—d1mens1ona] maétrial under MATERIALS FORMAT.

GOVERNMENT PUBLICATION: See MATERIALS ACQUISITION COUNTS.:
AN

GOVERNMENTAL APPROPRIATIONS: See CUBRENT-FUND REVENUE CATEGORIES.
GOVERNMENTAL GRANTS AND CONTRACTS: See CURRENT-FUND REVENUE CATEGORIES.
GRADUATE DIVISION: See ACADEMIC COURSE LEVEL.

GRADUATE STUDENLS: See ACADEMIC STUDENT LEVEL.

GRAPHIC OR REPRODUCTION DEVICE: See‘EQUIPMENT TYPES. | | J
GRANTS: See CURRENT-FUND REVENUE CATEGORIES.

GROSS SQUARE FEET (GSF): The sum of square feet of the floor areas of the
building included within the outside faces of exterior walls for all
stories, or areas that have floor surfaces. Gross area“should be com-
puted by measuring from the outside face of exterior walls, disreg.rding
cornices, pilasters, buttresses, etc., which extend beyond the wall {
face, measured in terms of gross square feet (GSF). In addition to
all the internal floored spaces obviously covered above, gross area
should include basements (except unexcavatéd portions), attics, garages,
enclosed porches, penthouses, mechanical equipment floors, labbies,
mezzanines, all balconies (inside or outside) utilized for operational
functiong, and corridors, provided they are within the outside face 1lines
of the building. Roofed loading or shipping.platforms should be in--
cluded, whether within or outside the exterior face lines of the’ building

20,
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GROSS SQUARE FEET (GSF) (continded) \

Stairways, eleyvator shafts, mechanicyl service shafts, and ducts are
to be counted as gross area on each’ floor through which the shaft
passes. Exclude open courts and 1tght wells, or portions of upper

v floors eliminated by rooms or lobbies that rise above single-floor
ceiling height. See also ASSIGNABLE SQUARE FEET (ASF).

GROUP TRANSACTION: See INFORMATION CONTACT.
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 HANDICAP ACCESS: See BUL{,DING IDENTIFIERS/CHARACTERISTICS

HANDICAP CATEGORY :: A handicap is an atypical physical health, sensory,
or mental condition which, without the use of any corrective device, ~
may substantially limit one or more major life activities. Handjicap
categordes include:

1. None

2. Visually handicapped: Persons who have a visual impairment which,
even with correction, is sufficiently severe as to adversely affect
their performance of certain activities. A person identified as
visually handicapped may be referred to as partially seeing or
blind, according to the nature and severity of the handicap.

clently severe as to adverselygAffect their performance of certain
activities. A person identif¥d as hearing handicapped may be
referred to as hard of hearing or deaf, depending upon the “nature
and sever1ty of the handicap.

3. Hearing handjcapped: Persons h#ing an auditory 1mpa1rment suffi-

4. Deaf-blind: Persons having concomitant hearing and visual impai'r-
-ments, the combination of which causes such severe communication
and other developmental and learning problems that such a person
cannot be accommodated by special materials or services solely for
deaf persons or for blind persens.

5. Orthqpedically handicapped: Persons having an orthopedic impairment
sufficiently severe as to adversely affect their performance of
certain®ctivities. The term includes pérsons with .impairments
caused by congenital anomaly, impairments caused by disease, and
impairments from other causes. -

6. Other health handjiagged Persons having a health impairment suffi-

clently severe as Yo .adversely affect their performance of certain
activyities. " Such persons may be handicapped because of limited
strength, vitality, or alertness due to chronic or acute health
problents.’

7. Speech handicapped: Persons having a communication disorder that
s sufficiently severe to adversely affect pevformance of certain
activities. Such a handicap should not be confused with proficiency
in the English language.

8. Mentally handicapped: Persons having a mental_impairment (i.e., a
mental or psycﬁoiogica] disorder such as mental .retardation, emo-
tional or mental illness, or spécific learning disability) of
sufficient severity as to substantially limit one or major life .

activities _ . _ i

9. Multihandicapped: Persons having concqmitant impairments, the com-
bination of which cannot be accommodated by special materials or
special services solely for.one of !Pt)tyove 1dentified categories

.l\"
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HEADCOUNT, A profile (point-in-time) identification of the actual un- N\
duplicafed number of individuals in a population. Usually used for
recording and reporting status by categories of descriptors such as
full- time/Qprt -time, male/female, race/ethnic identification, age - }\:.
ranges. income levels, and educational attainment. y , \\\Q

A\

HEADQUARTERS: See LIBRARY HEADQUARTERS.
HIGH SCHOOL: See Secondary school under SCHOOL.

HIGHEST DEGREE OFFERED/OBTAINED: The highest degree/certificate/diploma
offered by an institution or obtained by an individual which represents
completion of any program offered by the institution, or obtained by
an individual. »

1. Certificate or diploma: An award for successful completion of a
course of study or program covering less than two academic years
offered by a postsecondary institution. 4

2. Associate degree (two years or _more): The degree granted upon com-
pletion of an educational program Tess than baccalaureate level
and requiring at least two but less than four academic years of
college work.

3. Bachelor's degree: Any earned academic degree carrying the title
ofnwﬁhcﬁelor H

4, First rofessiona] degree: The first earned degree 7n a professiona] v
field. Only the following degrees should be included: (1) M.D.
(2) D.0., (3) L.L. B or J.D. ?1f J.D. is the first professiona]
degree), (4) D.D.S., (5) D.V.M., (6) 0.D., (7) B.D., M.Div., Rabbi,
(8) Pod.D., P.M. ~ <

5. Master's degree Any earnéd academic degree carrying the title of
"master.” , - ,

6. Doctoral degree Any earned academic degree carrying the title of
"doctor.” Not included are first professiona] degrees such as
M.D., D.D. S. -

7.- Other certificate, diploma, or degree: Includes all other categories
of degrees/diplomas/certificates that cannot be categorized in any
of the preceding categories such as specialist degrees for work
comp]eted toward a certifiéate

HOLOGRAM: See Projected or magnified material under MATERIALS FORMAT.

~ .
~
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INCOME: See CURRENT-FUND REVENUE CATEGORIES and/or Family income under
PUBLIC LIBRARY TARGET GROUP

INDEX: .See REFERENCE COLLECTION.
INFORMATION AREA: See User infotmation area under ROOM USE CATEGORIES.

INFORMATION CONTACT: An information contact is an encounter in person,
by telephone, ail, or other means, between a member of the reference/
information staff and a uyser, ¥h which-information is sought or pro-
vided. (2): See also Information services under PROGRAMMATIC ACTIVITIES.

1. - Directional transaction: A directional trans‘étion is an information
contact which facilitates the use of the library in which the con-
tact occurs, and its environs, and which may involve the use of
sources describing that library, such as schedules, floor plans,
handbooks, and policy statements. Examples of directional trans-
actions are: (1) directions for locating facilities such as rest-
rooms, carrels, and telephones; (2) directions for locating library
staff and users; (3) directions for locating materials for which
_the user has a call number; (4) supplying materials such as paper
and pencils; and (5) assisting users with the operation of machines.
(2) 'Directional assistance provided as a part of a reference trans-
action (defined below) should not be counted here.

2. Refeygnce transaction: A reference transaction is an information
contact which involves the use, recommendation, interpretation, or
instruction in .the use of one or more information sources, or
knowledge qf such sources, by a member of the reference/information
staff. Information sources include: (1) print and nonprint mate-
rials; (2) machine-readable data bases (including computer-assisted
instruction); (3} library bibliographic records, excluding circula-

~ tion records; (4) other libraries and institutions; and (5) persons
both inside and outside the library.

A question answered through utilization of information gained from
previous consultation of. such sources is considered a reference
transaction even if the source is not consulted again. A consact
which includes both reference and directional service is one ref-
erence transaction. Duration should not be an element in deter-
mining whether a transaction is reference or directional. (2)

Types of reference transactions include:

e Catalog information transaction: A reference transaction which ¢
specifically requires instruction in the use of the library
catalog, or requires a search of the 11brary s catalog, a union
catalog, a serials list, or another library's catalog for a spe-
cific work, or works by a specific author, or works on a particular
subject. Cata]og searches resulting from bibliographic searches,
fact-finding transactions, or other reference transactions, during .

<L j
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INFORMATION CONTACT (continued)

2. Reference transact{gg_(cdntinued)
- . . ~N

o Catalog information transaction (continued)

» the course of the information contact, should be excluded from
. this category and reported under the appropriate category of -
v reference transaction listed below . e :
¢ Fact-finding transaction: A reference transaction involving:only
a question of a factual nature which can be addressed readily and
often fdér which a standard reference book, entry in a reference
file, or knowled?e of the staff member is sufficient to\ provide ,
the answer. Exclude fact-finding, which is a part of a literature.
' search transaction' (below), a referral transaction (below), or
a research and analysis transaction (below).

e Literature search transaction: A reference transaction which in--
volves extensive scouting of indexes, bibliographies, and machine-
readable literature data bases as well as the library's own mono-
graphs and serials, in order to locate information on the subject
of*inquiry. (5)* Selective disseminatfon of 1nformat10n (Sp1)
or bibliographies developed in anticipation of user's requests,
or on a recurring basis should not be included in this category.
For reporting purposes, count here only the literature search re-

. quest, not the number of bikliographies, indexes, or data bases
searched to satisfy the request. Categories of 11terature search
are: .

[4

- Literature search of the collection: A reference transaction ,
which Tnvolves extensive scrutiny of indexes and bibliographies

in print or print facsimile, as well as materials in the library
collection, in order to locate information on the subject of

inquiry. . z

- )//'

- Bibliographic data base literature search: A reference trans-
action involving. a subject (or other) search of machine-readable
data bases for the purpose of yielding a bibliography or list
of citations specifically addressing the subject of the inquiry.

- Combined l1terature search: Any literature search which entails
both manual and machine searching. . )

f
{ - Other literature search: Any literature searches not named or

He??ned above.

e Readers or research advisory transactien: A reference transaction
. which involves consultation for reading or research problems, rec-
ommendations of books. and a reading or research program, or in-

” struction in the use of the 1ibrary and its resources (beyond
cata)og use). Exclude class instruction in reading, such as right-
to-read programs, which specifically address reading and are not
primarily intended to up?rade 11brqry,sk1]ls and which should be
considered under cultura recreat1ona1, and educational services.

““ﬁj”*fL ““““ - 216.‘ -
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INFORMATION CONTACT (continued) ' 4
. \
2. Reference transaction (continued) N \>

@ Community referral transaction: A reference transaction which
-Involves the provision of Information about the community, com-
munity acttvities, community services or agencies, and communi ty
calendars. Such a transaction typically requires the determination
of the user's need and the appropriate agency-information referra)
or community information referral to meet this need. Community
services, resoyrce referral files, schedules of events, and maps
of the community may be consulted.

® Other referral transaction: A reference transaction which involves
the provision of information about or from offices, departments,
or agencies outside of the library (other than. those encompassed
by community referral). Such a transaction may reqglire directing
the user to persons or organizations external to tM@library.

® Research and analysis transaction: A reference transactio:%which /
involves the provision and interpretation of extensive informa-
tion about a particular topic, or topics. Such a transaction may
require the consolidation and analysis of information from a
‘variety of sources; independent research on the part of the library
staff; and the synthesis of this infarmation into a single "in-
formation package" for the user. Such a transaction may also
require literature searches, referral to agencies and organizations
outside of the library, and other components of other types of '
reference transactions. However, it is distinguished from these
by the interpretation, synthesis, and analysis of the information
required by the library staff.

® Other reference transdctions: Other reference transactions not
identified above.

3. Group transaction: A group transaction is an information contact
in which a staff member. provides information service, usually in--
tended for a number of persons, rather than an individualized
response to a specifi¢ need of one or two persons at a time.
Examples of group traﬁsactions are: lectures, library tours, book
reviews and discussigns, media presentations and similar programs,
instructional programs in research methods and similar programs.

If a series of such presentations is made, each session should be,
counted separately. |(2) Graup .transactions include transactions
both on and off the library premises, as long as such transactions
~ are sponsored by the/library. For counting purposes, the transaction
. should be counted as; one. In addition, the number of persons
attending each transaction should be counted. ,

.

. )

INFORMATION -SERVICE HOURS: The number of hours annually in which an in-

formation service point is staffed and prepared to provide information

service to the library's clientele. For reporting oses, the total
number of hours annually for each service point maintained by the library”

should be totaled to yield an overall library total. The hours of any

213



" ' ‘ 5 . -208-

: | L

"INFORMATION SERVICE HOURS (continued)

service point should be calculated on the service point and not upon
the number of staff members available at that service point simulta-
neously. Thus, a service point staffed for one hour.by two individuals
1s the equivalent of one 1nformat10n service hour only

INFORMATION SERVICES: See. pROGRAMMATIC ACTIVITIES.

INPUT-OUTPUT DEVICE: See Computer deviqe under EQUIPMENT TYPES.

~

INSTRUCTION/RESEARCH EMPLOYEE: See RESEAREﬂ/lNéTRUCTION EMPLOYEE.

INTERBRANCH LOAN: See INTRALIBRARY LOAN.

INTERL IBRARY COOPERATION: See CONSORTIUM, NETWORK, AND/OR COOPERATIVE
.. ENDEAVOR. / |

INTERLIBRARY  DELIVERY SERVICES: See Interinstitutional exchange and
delivery services under PROGRAMMATIC. ACTIVTTIES

INTERLIBRARY LOAN (ILL): Materials’ sent in ans;er to specific title,
author, or ILL subject requests made between librartes or library
agencies that are not under the same administration™ (i.e., interbranch
and intracampus lending and borrowing are excluded). (19)* See also
INTRALIBRARY LOAN. _ .

INTERL IBRARY LOAN-BORRONING ACTIVITY: The activity of a library related
to requesting and obtdining, from other 11brar1es, materia]s requested
by library clientele.

‘

1. Item requested: The material requested from another library for a
patron of the réporting library. An item requested should be °
counted only once regardless of the number of libraries queried
for the item requested.

2. BorrowingArequest A query sent to another library for an item
requested by a patron of the reporting 1ibrary. Such horrowing
requests should be counted whether or not the request is fi]led

3. Request filled within user specifieg_time Material supplied to
. | the patron in response to a borrowing request, and within the time
Y : - 1in ‘which the material is still needed for .the patron

~~  INTERLIBRARY LOAN LENDING ACTIVITY: The activity associated with 1end1ng
.~ materials from the library's resources to other libraries or furnishing
" photocopies of materials requested by other libraries. Such activity
should be in response to a specific borrowing request’ from another
: 11brary as distinguished from bulk loans.

1. Lending re uest A request received from another 11brary for mate-
rials gelievea to be owned by the reporting library.,

2L
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INTERLIBRARY LOAN LENDING ACTIVITY (continued)

2. Filled request: The mater}él requésted is loaned to the reqlesting
1ibrary, or a photocopy of materials requested is supplied to the
requesting library.

-

e In original ‘format: Those items that are loaned tp another library
from the reporting library's collection in the same form in which
it resides in the collection (e.g., book, film, record, etc.) and
are intended for return to the reporting library.

® In reproduced format: A facsimile reproduction of an item (e.qg.,
a photocopy) provided in order to fill a lending request. Typi-
cally, reproduction costs are.paid by the requesting library and
the material is not intended for return to the reporting library.
Included ih this category are photocopies of articles from jour-
nals, a cassette copy of a record, microform reproduction, and
so forth. o

INTERLIBRARY LOAN SERVICES; See Interinstitutional exchange and delivery
services under PROGRAMMATIC ACTIVITIES. ]

INTERNATIONAL STANDARD BOOK NUMBER (ISBN): The international code that
identifies concisely, uniquely, and unambiguously, a book, based on the
American National Standard and approved by the International Organiza-
tion for Standardization as ISO 2108, International Standard Book
Numbering.

INTERNATIONAL STANDARD SERIAL NUMBER (ISSN): The international nﬂmerica]
code that identifies concisely, uniquely, and unambiguously, a serial
publication, based on the American National Standard, Identification
for Serial Publicatiens, 739.9, 1971, and approved by the International

« Organization for Standardization as IS0 3297, International Standard
Serial Numbering. (4) ’ '

-3
§

INTRALIBRARY LOAN: A~]oan made from one library (or one branch) to anothen
within the same-library system. (5)

INVESTMENTS: See Assets under FINANCIAL RESOURCES.

ISSUE: A single uniquely numbered or dated part (installment) of a peri-
odical. (4) .
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JOINT ACQUISITIONS: See.MATERIALS ACQUISITION COUNTS.

JOINT LIBRARY: See ACADEMIC REPORTING-ONIT STRUCTURE and/or SPECIAL
LIBRARY REPQRTING-UNIT STRUCTURE. o :

Nt

JUNIOR\HIGH SCHOOL: See Secondary school under school.

JUNIOR-SENIOR HIGH SCHOOL: See Secondary school under SCHOOL.

2l



KIT: See MATERIALS FORMAT.
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LABOR COST: See ‘Activity measures under PROGRAM MEASURES. .

-

.LABORATORY FACILITY: See ROOM USE CATEGORIES.

-

LAG TIME: See Activity measures under PROGRAM MEASURES.

LANGYAGE PROFICIENCY: The ability of the 1hd1v1dual to.read; write, speak,
and understand languages. . ‘

* 1. Proficiency with English: AR*indication of a person's ability to
understand the EngTish Tanguage. This includes the ability to
read, write, and speak. I

2, Primary 1anguage: The language that a persan uses and comprehends .
most easily. \ /////// -

3. Other language(s) in which proficient: Any language(s) or dialect(s),
ﬁgc1uding the primary Tanguage, in which the person has at least a
derate degree of proficiency, i.e., in speaking, reading, and/or
writing. Sign language may be included here. Any such language
should be specified.

LEAFLET: See Pamphlet under MATERIALS FORMAT. o

* LEARNING RESOURCE CENTER: An institutional facility which provides teaching
or instruction materials and‘related equipment to the user individually
‘and in classes, including computer-assisted instruction, audiovisual
teaching and training packages, and educational materials intended for
self instruction. See also SCHOOL LIBRARY/MEQIA CENTER.

Academic libraries and school library/media.centers should identify the
type of relationship maintained with the learning resource center of
the parent. organization:

1.- Not apgjicabTe (there is no learning resource center)

2. Pérﬁ;oﬁvthe library/media center

: Adminiétratively Qual to the library/media center and under a
~ .common administrator

Library/media center is part of the .1earning resburéé center

&
-

No_formal relationship between the learning resource center and

mro-
»

the Tibrary/media center -

LEASEINCOLLECTION: Library materials that are rented from a vendor or

commercial firm for a limited period of time. The library may have a

. purchase option allowing it to buy all or part of the gpllection at a
fraction of the purchase price. The collection may be stable for -a

¢ .« contracted time period or it may be rotated at given intervals. See

also RENTAL COLLECTION. ,

'_yﬁjw; P wm,! .23145 _
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LEGAL CONTROL: The constituency to which the parent organization or sponsor

of the library has primary legal responsibility Control can be cate-

gorized into the following subgroups:.
/

1.;‘Public Control of policy and funding origin@tjpg direct]y or in-
-airectly from a constitutionally defined form of qovernment. -The-
~ following subscategories are generally used:

e Federal control ‘ .

e State or territorial coptrol

® School district.control

° Begi ong] ontrol

. County or borgugh cdntrol i\\\\ .

=N

'y Municipality (in;luding township and city) 6bn rol

e Other_Qublic control ".

o

\"‘:_._
2. Privatgl Control of policy and funding originating primari]y from
" a nong vernmental‘Fntity ¥he following subcategories are generally

used \

0 Private for-profit

;,'Independent, nonprofit

r‘,

e Private, affiliated with a religious group -

. e Other private control

3. Other Control of policy and funding originating from a combination

e 0f, gonerndental ‘and mongtivernmental entities.
LEVEL; See ACADEMIC COURSE LEVEL and/or ACADEMIC STUDENT LEVEL.
LIABILITIESQ'See FINANCIAL RESOURCES.

" LIBRARIAN: See Specialist/library profg551onal under PERSONNEL RESOURCE

CATEGORIES

LIBRARY: Irrespective of its titleura 1ibracy is defined as any unit
meeting 311 of the fo]]owing qua ifications:

1. Maintains and controls an organized collection of printed materia]s
other graphio.materials and/or nonprint media. - .

i . .
2. Prbvides a regular staffing level in which the primary function of
this -staff is to provide materials, facilitate the use of the
collection, and deliver information serviges to meet the informa-
tionmal, educational, or recreational negds of its clientele.

219
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" LIBRARY (continued)
Maintains an established recurrent schedule in which services of
' g\ the staff are available to the unit's clientele. ‘
~ LIBRARY ASSISTANT: See Library technician under PERSONNEL RESOURCE

CATEGORIES. ' i | ' '

L'IBRARY BOARD: See PUBLIC LIBRARY REPORTING-UNIT STRUCTURE.

LIBRARY GENERAL INFORMATION SURVEY (LIBGIS) CODE: Number assigned to the
library by the National Center for Education Statistics (NCES) for the
purpose of completing the Library General Information Survey.

LIBRARY HEADQUARTERS: The.location of the administrative offices of the
library. These offices may or may not be located at a library.

LIBRARY IDENTIFIERS: The name, address, and code identifying the parent
organization (of which the reporting library: is a part) as unique, and
the Standard Library Identification Number of the reporting library.
Such identifiers may also include congressional district, state senate
district, and standard metropolitan statistical area. Specifically
these identifiers include: . e :

1. Corporate name of parent organizafion or sponsor: The official
name of the organization, partnership, or agency of which the
library ‘is a part should be used. Do not use the name of -the
library itself. If two or more. independent organizations are
served by the library, the official name for each should be listed.

2. Orgapization code: The code designation for the organization,
partnership, or agency of which the library is a part, and which
is identified by organization name. Such codes vary from setting
to setting, and may vary with surveys. However, such codes .include’
the Federal Interagency Committee on' Education (FICE) code for
academic institutions, the Elementatfy School General Information
Survey (ELSGIS) Code for schools, and so forth. If two or more
independent organizations are served by the library, code desig-
nations for each organization should be reported.

3. The American National Standards Institute Standard Library Identi-

Fication Number (SLIN): A coding plan for systems identification
of library organizations throughout the U.S,
. 4. Location: The location of the library headquarters or central

offices should be considered the place of address for a library
system. The following types of information are useful in reporting

location: o~

e Address: The mailing address, ctty, state, and zip code of the
central offices of the library. :

. o U.S. congressional district: If a library system has service out-
Tets or service points in more than one congressional district,
. each -district should be cited. ;3;3() AR

Y
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LIBRARY IDENTIFIERS (continued)
4. Location (continued) ‘ | e

' ‘e State legislative district: If a library system has service out-
lets or service points in more than one legislative district,
each district should be cited. _

e Standard Metropolitan Statistical Area (SMSA): A designator em-
ployed by the U.3. Bureau of the Census for a city (or cities)
of specified population which constitutes the central city and
the county (or counties) in which it is located.

e County: If a library system has service outlets or service points
Tn more thgn one county, the namq&gf each county shotld be cited.

LIBRARY OF CONGRESS CARD OR CARD COPY: See Derived cataloging under CATA-
LOGING ACTIVITY. N -

LIBRARY OF CONGRESS CLASSIFICATION: See CLASSIFICATION SYSTEM.

LIBRARY TECHNICJAN: See Technical employee under PERSONNEL RESOURCE CATE-
GORIES. o T - . ‘

LISTENING CENTER: See Audio_device under EQUIPMENT TYPES.

LITERATURE'SEARCH TRANSACYION: See Reference fransaction under INFORMATION
CONTACT. h

LOCATION (OF ‘LIBRARY): See LIBRARY IDENTIFIERS.
LOWER DIVISION: See ACADEMIC COURSE LEVEL.

S
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MACHINE ASSISTED REFERENCE SERVICES: See Information services under
PROGRAMMATIC ACTIVITIES.

MACHINE-READABLE DATA BASE: See DATA BASE.

MACHINE-READABLE DATA BASE LITERATURE SEARCH See Reference transaction
under INFORMATION CONTACT. .

MAGNETIC STORAGE See omguter material under MATERIALS FORMAT.

N
MAGNIFICATION DEVICE: See Projecting or magnifying device under EQUIPMENT
TYPES. . .

MAGNIFIED MATERIALS: See Projected or magnified material under MATERIALS
FORMAT .

MAIN CAMPUS: See Parent institution/main campus under ACADEMIC REPORTING-
UNIT STRUCTURE.

" MAIN LIBRARY: See Central library under SERVICE OUTLET..

MANDATORY TRANSFER-OUT: See EiPENDITURE CATEGORIES AND TRANSFERS.
MANPOWER RESOURCE CATEGORIES: See PERSONNEL RESOURCE CATEGORIES..
MANUSCRIPT: See MATERIALS FORMAT. ' ' i >
MAP: See P{ctoria] representation under MATER}ALS FORMAT.

MASTER'S DEGREE: See HIGHEST DEGREE OFFERED/OBTAINED.
MATERIALS ACQUISITION COUNTS: The reporting and recording of data about
materials acquired by the library for internal and exchange purposes.
See also COLLECTION COUNTS. For purposes of counting newly acquired
materials obtained by the library, it is useful to examine the following
types of materials formats separately:

b
.

" Periodical subscriptions (excluding microform)

Other serials subscriptions (excluding microform)

Books (in print)

S W o

Other print materials o

5. Microform -

6. Nonprint materials’

For the above categories, publishing source should be examined:
N ”

b J
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. MATERIALS ACQUISITION COUNTS (continued)

1. Government publication: Any publication in book, serial, or other
materials tormat bearing a government imprint, e.g., the publica-
tions of Federal, state, local, and foreign governments and of
intergovernmental organizations such as United Natiﬁns, European

- Common Market, and so forth. (18)* For reporting purposes, include
governmentsdocuments as a separate count for acquisitions. This
count need not be maintained as a separate count of holdings unless
the library is governed by depository regulations indicating other-

A wise.

BT 2. Domestic nongoverhmenta]_publication: Any book, serial, or other
materials format published {or produced, as in the case of nonprint
materials) in the United States other than By a government agency.

3. Foreign nongovernmental publication: Any book, serial, o other
materials format published {or produced, as tn the case of nonprint
materials) outside the United States by other than a governmental
or intergovernmental. agency.

Depending upon the level of detail desired at the local level, it may
be useful to further refine these categories. For example, among school
library/media centers, nonprint materials should be examined in greater

LY detail. Among government publications, the distinction between local,
state, national, foreign, and international issuing agency may be of

assistance.
Counts of materials in each of the above stated cateQOries.should incAude:

1. Physical units/volumes acquired

. 2. Titles ,acquired

3. Number of subscriptions maintained (including duplicate titles)

4. Number of unique subscriptions ma1q§§3ﬂed,ﬁqx$luding duplicate

titles)
e At "a minimum 1tig)uséful to examine collection materials acquisition
expenditures 'in the following for each of the above stated categories

. of materials:

1. Dollars expended

2. Physical units and/or subscriptions received gratis or through
© exchange R

3. Physical units and/or subscriptions acquired jointly with another
Tibrary or agency - _ ~ '

.

4, Dollars expended on joint acquisitions

MATERIALS ACQUISITION SERVICES: See Technical services under PROGRAMMATIC
© . © . ACTIVITIES. . 20~
23
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MATERIALS CONVERSION: See COLLECTION RESOURCES MA&NTENANCE ACTIVITY.

MATERIALS FORMAT: The media iniwhich the items of the 1ibrary's collec-
tion are contained. Typically, the materipls format determines the
type of housing necessary for the material, and may dictate the type
of equipment necessary to access the material. Categories of materials
format are: - S :

1. Print (or printed) material: Material utilizing the print medium
(for exampTe, newspapers, books, magazines). This category gen-
erally includes textual or book-1ike materials rather than all
materials which are actually produced by a printing process. (17) .
Fo; reﬁgrting purposes, print kits should be excluded and reported
under kits. - : .

® Book: A nonperiodical printed publication Wound in hard or soft
covers, or in loose-leaf format, of at least 49 pages, exclusive
of the cover pages; or a juvenile publication of less than 49’
pages bound in hard or soft covers. .(6)* For reporting purposes,
exclude atlases from this category and report under pictorial
represéntation. Exclude telephone directories, air schedules,
and similar materials of short-l1ived relevance.

e Serial: A publication issued in successive parts, usually at regu-
lar Tntervals, and as a rule, intended to be continued indefinitely.
Serials include periodicals, newspapers, annuals (reports, year-

. books, etc.), memoirs, proceedings, and.transactions of societies.
They may include monographic and publishers' series. (5, 7)

For reporting purposes, exclude serials reported under book, above.
Categories of serial are: -

.ﬁﬁu,qﬂ-wﬂgﬁjggiﬁglﬁ A.serial publication generally printed on paper
' other than newsprint, intended to appear indefinitely at
regular or stated intervals, generally more frequently than
annually. Individual issues are numbered consecutively or
dated and normally contain separate articles, stories, or
other writings. They contain subject matter of either general
interest (fiction or nonfiction) or else are primarily devoted
. to articles, studies, reports, and factual information-on spe-
cialized subjects, +.e., legislation, finance, trade, labor,
farm, machine, pure and applied science, fashion, sports,
hobbies, etc. Newspapers disseminating general news and the
proceedings, papers, and other publications of corpbrate bodies
primarily related to their meetings are not included in this
» category. (5, 8,'9, 24)* Divisions of this category are:

~Bound periodical: Issues of a periodical usually constituting
the whole or a consecutive part of\a definite publishing period,
affixed together with an adhesive with or without stitching,
and usually encased in a protective cover with identifying
marking added to the spine, and sometimes also to the front

- of the cover. (4) ,

-Unbound_periodical: Individual issues of -a volume of a peri-
odical not attached by binding. ég i .

" ’
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MATERIALS FORMAT (continued)

1. Print _(or printed) materials (continued)

e Serial (continued) ‘ , .

- Newspaper: A serial publication usually printed on newsprint.
without a cover and with a masthead, issued at stated and
frequent intervals (usually daily or weekly) which reports

\ events and discusses topics of current interest, and is usually
a "primary source" of information to its readers. (5, 8)

- Serial service: A seriél pubiication which is revised, accumu-
lated, or indexed by means of new or replacement pages. (12)
. Inqlude loose-leaf services.

- Other serial: Any serial publication not defined or identified
above. ‘

¢ Other print material: Any material utilizing the print medium not
identified or defined above. Where appropriate, this category
may be refined to reflect the following categories:

- Pamphlet (not ip vertical file): An independent publication
consisting of a few leaves rinted material fastened to-
gether, but not bound. Usua]ly enclosed in paper covers.
Includes leaflet. (5)

- Vertical file material: Those items such as pamphlets and
clipping$ which are filed vertically in drawers for ready
reference. (5)*

- Other print material: Any material in print not listed and
defined above. Include here rail and air schedules and. other
nonserial print materials of short-term relevance.

2. Microform: Any materials, film or paper, printed or photographic,
containing microimages which are units of information, such as a
page of text or eraw1ng, too small to be read without magnification.
Includes ‘computer output microform. (17)* Microform should also
be described in terms of periodicals and other materials formats
described above. .

o Aperture card: A data card with a rectangular hole or holes
specifically prepared for mounting and insertion therein of
microfilm. (17)*

& Microfiche: A sheet of microfilm containing microimages in a grid
pattern. This category includes ultramicrofiche or ultrafiche.
(17)*

e Microfilm: A fine-grain, high- resolution film containing an i
greatly rediced in size from the original (]7), and wsually stnred
on a reel. '

- prlc | 225
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MATERIALS FORMAT (continued)

2.

Microform (continued)

® Other microform material: Any microform material not 1isted and
defined above; 3 " ,

Audiorecording: Material on which sounds (only) are stored and can

be reproduced (played back) mechanically and/or electronically.

(17) Included are: \

‘ ~

o Audiocard: A thin card with a strip of 1/4 inch audiotape across
the bottom of 1ts width (usually 12 inches or less). The sounds
recorded on tape are usually 10 seconds or less in length. Space

“ {is provided above the audiotape for pictures or words. (IZ)-

® Audiodisc: A disc, usually of vinyl, in which is impressed a con-
tinuous fine spiral groove. As the audiodisc revolves, it causes
a stylus to vibrate and produce electrical signals which are
converted to sound. (Also called phonograph record, phonodisc,
sound recording, phonorecord, and variants of these terms.) - (17)

® Audiopage: A specially-prepared page or sheet backed with magnetic
oxide (sTmilar to that on audiotape§ containing an audiorecording.
An audiopage requires special playback equipment and is not the
same as an audiocard. - (17)

® Audiotape: A strip of magnetic tape on one side of which electri-
cal signals are.recorded which can be converted to reproduce
sound. While audiotape ranges in size from 150 mils to 1 inch,
the most common size in instructional applications is 150 mils
(in cassettes) and 1/4 inch (reels).” This category includes
audiotape reels, cassettes, and cartridges. (17) -

e Other audiorecording: Any audiorecording not liste& and defined
above, Including dictation/transcription belts, which make up
the library's collection. - .

Computer material: Material intended for use with .thé computer,

either as input or output, which has data recorded oh it in some
form. Does not include computer output microfiim. §17) For
reporting purposes, excludé computer material which is solely
intended as part of the support systems of the library (e.g.,
catalog card production). Include only material for'use by the
1ibrary's user group.

0 Computer'printout: The printed output of a computer usually on
a conttnuous sheet of paper. Specifically designed forms for
pPintin? information with a computer printer are also recorded
here. (17)

o Magnetic storage: Data stored on magnetic tape, disc, cassette,
or .other magnetic data storage medium. Each physical piece should

be counted as one. , 2322(;

3
R



. -221-

MATERIALS FORMAT (continued)
.

Computer material (continued)

o Other-computer material: Any recorded computer material not
Tisted and defined akove, including card decks.
/ ‘

Electronic display material: Material on which signals are“recorded

for use through electronic display on a cathode ray tube, usually
teYevision. The recorded signal is for reproduction of pictures
usu?le-accompanied by sound. Does not include recorded materials
foricomputer output on a ¢athode ray tube. (17)

° %Iﬁgodisc: A disc on which are recorded video and/or audio signals
. for television use. A videodisc requires a video-player compatible

with }he videodisc. (17)

e Videotape: A ma netjp tape on which video and audio signals are
recorded for tdfevisign use. The tape varies from 1/2 to 2

“"inches in width and from 0.5 to 1.5 mils in thickness. The most

common sizes for instructional use are 1/2, 3/4, and 1 inch wide.
Videotape may be on an open reel or in a cartridge or cassette.

e Other electronic display material: Any recorded material for elec- -

tronTc display not Visted and defined above. (17)

Projected or magnified material: Recorded visual material which is
Tntended to be enlarged, magnified, or projected for use. Some of

the materials are accompanied by sound. (17)

o Filmstrip or filmstrip set: A length of film that presents a
sequence of related still pictures for projection one at a time.
Most filmstrips are on 35 mm film but some are 16 mm or smaller.

A filmstrip is single-frame if the horizontal axis of the pictures
is perpendicular to the sprocket holes; it is double-frame if the
horizontal axis of the pictures is parallel to the sprocket holes.
It may or may not have provision for sound accompaniment (e:g.,
accompanied by a cassette or record). Includes sound filmstrips
(also called strip-films) and filmstrip set. (17)*

e Hologram: A méteria] which presents the il1lusion of three dimen-

sions, complete with parralax. A hologram is created by a
photographic technique utilizing a laser. (17)

e Motion picture film: A flexible, usually transparent material
with or without-a*qagnetic or optical sound track, bearing a
sequence of images which create the illusion of movement when

progected in rapid succession (usually 18 or 24 frames per sec-

ond). Common film sizes in use are 16 mm, 8 mm, and single/super

8 mm. (17)* Inélude here film loops.

® Overhead transparency: An image on a transparent sheet of material
. Tntended for use with an overhead projector or 1ight box. (17)

A
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MATERIALS FORMAT (continued)

6. Projected or magnified material °

e Slide: A trahsparent image on film or glass (usually photographic)
Tatended for-use with a slide projector or microscope. May be
accompanied by audiotape or cassette. (17)* ' '

e Stereograph: A pair of opaque or transparent images (usually
photographic) intended to produce a three-dimensional effect
when ‘viewed with stereoscopic equipment. (17)

0y - )
o Other projected or magnified material: Any other projected or
magni fled material not 1isted and defined above.

7. Pictorial regﬁesentation:‘Two—dimensional material with pictorial
Tnformation which does not require special equipment or magnifica-
tion for use. (17)* Where applicable, this category may be refined
to specify: ’

e Atlas: A volume of maps, plates, engravings, tables, etc. with
or without a descriptive letterpriess. (1?

e Chart: An opaque sheet exhibiting information in graphic or tab-
ular form, oi by use of contours, shapes, or figures. Does not
include navigational charts, which are classified with maps- (17)

e Map: A representation, usually on a flat surface, of the earth
or the heavens. (17) '

o Picture: A representation made on opaque materials by drawing,
painting, photography, or other graphic art techniques. (17?
Included in this category are art prints, study prints, and
cwv -~ phatographs. ‘ : 5 y C ) W e

e Other pictorial representation: Any pictorial material not included
above. '

8. - Three-dimensional material: Material which is mosﬁ easily classified
Tn terms of its three-dimensional aspects. (17) Included in this
category are: .

e Diorama: A three-dimensional representation of a scene. (17)

e Exhibit: A collection of objects and materials arranged in a
sgtting to convey a unified idea. (17)

-5'Globe: A"spherg upon which is depicted a map of the earth or the
heavens, showipg elements in their proper relationships. (17)

° Mock-u?: A representation of a real device or process whose essen-
t1al elements may be modified and emphasized for specific training

(17)

v

and analysis.

-
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MATERIALS FORMAT (continued) ‘ :

8. Three-dimengional material (continued)

Model:. A three-dimensional representation of a real thing, pro-

duCed in the exact size of the original, or on a smaller or

}ar er scale. Include in this category sculptural reproductions.
]7* .

Realia: Tangible objects, real items (as opposed to representations
or models) as they are without alterdtion. Include in this cate-
gory specimens. (17)* . B

f ) A *
Simulatiop material: Material developed specifically to imitate
a real situation and which provides participants with role-playing
experiences through a set of allowable actions and a specially
created framework within which the actions take place. (17)

Other three—dlmeﬁ%ional material: Any three-dimensional material
not 1isted and defined above. Include in this category games
and toys.

9. Other materials format: Any tnit of material held in the library

collection which 1s not 1isted and defined above. This category
.includes: “

Braille material: Library material for the visually'handicapped
using a system of raised dots representing letters and numerals.

(5)

Kit: A collection of materials in more than one medium or more
than one ggtegory of medium that is subject related and intended

_ for use as an instructional unit (e.g., book bags, and SRA kits).

Exclude sound filmstrip, slide/audiotape, and filmstrip set,
which are defined above, unless they are accompanied by materials
in other formats.

Manuscript: The handwritten or typewritten copy of an author's
work before it is printed. (1)* | ,

Score: The written or printed form of a musical work in which
the music for participating voice and/or instruments appears on
one staff or on two or more staves, one above the other. (1)*

o

'Othet_ o

MATERIALS ORGANIZATION AND CONTROL SERVICES: See Technical services under
PROGRAMMATIC ACTIVITIES. '

MEDIA CENTER: See LEARNING RESOURCE CENTER and/or SCHOQL LIBRARY/MEDIA
CENTER.

MEDIA'bISTRIBUTION SERVICES: See Circulation services under PROGRAMMATIC

ACTIVITIES. // :

223
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MEDIA PROFESSIONAL See Specia]ﬂst/librany professional under PERSONNEL
RESOURCE EATEGORIES.

MEDIQ TECHNICIAN: -See Technical employee under PERSONNEL RESOURCE CATE~
GORIES.

MEDIAMOBILE : See SERVICE OUTLET.
MEDIAMOBILE STOP: See Mediamobile under SERVICE OUTLET.

MICROFICHE: See Microform uhder MATERIALS FORMAT.
MICROFILM: See Microform under MATERIALS FORMAT.
MICROFILM CATALOG: See CATALOG. |

MICROFORM: See MATERIALS FORMAT.

MICROFORM READER OR READER/PRINTER: See Projecting or magnifying device
under EQUIPMENT TYPES.

MIDDLE SCHOOL: See SCHOOL.

MINIMUM ADMISSIONS REQUIREMENT: The usual minimum requirement for admission
to the institution or school (of which the library is a part) as a regu-
lar student in the lowest education program or grade offered by the in-
stitution or school. Disregard admissions to special programs, exceptional
status, or other circumstances that do not conform to the’ typical]y en-
forced admissions policy. The following categories apply:

- For academic institutions

1. Only the ability to profit from attendance

2. High échoo] graduation or recognized qujvalent :

.3.  High school qbaduation, plus an indication of superidr academic
aptitude (class standing, grades, curriculum, particular school,
test scores, etc.)

4. Two-year college graduation

5.- Four-year college graduation

6. Other minimum admissions requirements

For schools

1. Location of re§1d9nce

2. Age

3. Grade or year standing .

4. Successful completion of entrance examination or other test

<R30
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MINIMUM ADMISSIONS REQUIREMENT (continued)
For schools (continued)

Achievement in school work -

5
6. Special ability, aptitude, or interest

7. Special need

8. Court commitment

9. Current employment

10. Employability . / ‘

“11. Other requirement

12. No requirement

MOCK-UP: See Three-dimensional/materiql under MATERIALS FORMAT.

MODEL: See ]hree-dimensioné] material under MATERIALS FORMAT.

MONGRAPH: A treatise on a particular subject, usually detailed in treat-
ment. It is geperally a book or pamphlet, but need not be bibliographhy
independent. (5)*

MOTION PICTURE FILM: See Projected or magnified material under MATERIALS
FORMAT . '

MOTION PICTURE PROJECTOR: See Projecting or magnify1n§>dev1ce under
EQUIPMENT TYPES.

MULTI-CAMPUS SYSTEM: See Campus in a miil tF-campus_system under ACADEMIC
REPORTING-UNIT STRUCTURE. .

MUSIC SCORE: See Score under MATERIALS FORMAT.



NATIONAL UNION CATALOG: See Derived cataloglug under CATALOGING ACTIVITY.

NET ASSIGNABLE AREA: See ASSIGNABLE SQUARE FEET (ASF).
NETWORK: See CONSORTIUM, NETWORK,AND/OR -COOPERATIVE "ENDEAVOR.

NEW LIBRARY: A library which is either (1) in the process of being de-
veloped. and which is not yet open to the public, or (2) a library which
meets and has met:since its inception both the following criteria:

(a) a materials expenditure budget which exceeds its staffing expendi-
ture budget; and (b) a volume of acquisition during the current report-
ing year which exceeds the volume holdings of the library at the end

of the last reporting year. (21)* : .

NEWSPAPER: See Print (or printed) material under MATERIALS FORMAT.

NONCIRCULATED VOLUMES RESHELVED: Library volumes removed from the library
. shelf by a library. user not for the purposes of circulation. Normally
these volumes are left on tables or in other library as, at which
time library pages may return them to the appropriateﬁﬁgcatﬂon on the
shelves. Circulated materials which have been returned for discharge

and reshelving should not be included in this tategory.
NONDEGREE-NONDIPLOMA/NONCERTIFICATE STUDENT: See ACADEMIC STUDENT LEVEL.

NONEXEMPT EMPLOYEE: An employee whose conditions of employment and com-
pensation are subject to the provisions of the Fair Labor Standards
Act of 1938 as amended. This category typically includes technical
employees, clerical/office employees, and service employees. See also
EXEMPT EMPLOYEE. and/or PERSONNEL RESOURCE CATEGORIES.

NONFICTION: This category includes material of which content is factual,
or interpretation of fact. Such material includes (but is not exclusive
to) autobiographies, technical reports, essays, etc. in which events,
characters, and content are wholly based on fact. See also FICTION.

NONPRINT COLLECTION: See COLLECTION CATEGORIES. \

NONPRINT MATERIAL: Material which does not meet the definition of print.

- or print facsimile, and which is not textual -in nature. Some require
special equipment in order to be seen and/or "heard (including motion
pictures, audiorecordings, filmstrips, sltdes, and overhead transparen-
cies). Others do not require the use of special equipment.in order to

. be seen and/or heard (for example, flat pictures, study prints, maps,
charts, and games). Nonprint material on loan to the library should
not be included. Audiorecordings, computer materials, electronic,

display materials, projected or magnified matarials, pictorial materials,

three-dimensighal materials, and nonprint kits:are all considered non-
print materials. Exclude from this category microform, which should
be categorized as print facsimile. See a]sg'MATEBIALS FORMAT.

NUMERIC DATA BASE: See DATA BASE. - s
? ‘?J [} 13 .":_ v
9, K
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OBJECT F EXPENDITURE See EXPSPDITURE CATEGORIES AND TRANSFERS. * ©
+ f ADBLHEAT N: See Liab111t1es under FINANCIAL RESOURCES. -f | o
. “OFF-SITE STORAGEmGOLLECTION See COLLEGTION CATEGORIES ’ f; >

OFF- SITE STORAGE FACILITY See Support E'E*Jity uanr RQOM USE CAIEGORIES

‘ ‘OFFICE/CLERICAL EMPLOYEE See PERSQNNEL RESOURCE CATEGQRIES

OFFICE FACILITY Sed ROOM USE CATEGORIES o - IR

OFFICIAL D}RECJOR OF THE LEGAL ENTITY OF WWICH Tt LIBRARY. IS A PART: |
See PUBLIC LTBRARY GOVERNING BODY. RN y

.ONLINE COMPUTER CATALOG /See/CATALOG o ?" -

ONLINE ‘DATA' BASE " See DATA BASE, P

/

. ONLINE REFERENCE SEARCH See DATA BASE and/or Biﬁ]iogrqphic dpta base :

literature search under INFORMATION CONTACT.

OPEN STACK/READING RUOM See Study faci]itxﬁunder ROQM USE CATEGORIES

OPERATING EXPENPITURES: See Program expenditures (direct costs) under
EXPENDI'TURE CATEGORIES AND'TRANSFERS

JORDER CARD: One form “for recording 1nEBrmation used n ordering Iibrary
materials. ' Order cards may be manually or ausqmatically produced,
manually or automatically stored Also called brder requesg.card 1];0)

‘ACTIVITIES
ORGANlaﬁ;JBN CODE: See LIBRARY IDENTIFIERS
ORGANIZATION CONTROL See LEGAL CONTROL

> -~ OBDERING SERVICES: See Materials acquisition serviqg&;ypder PROGRA%MA

‘ORIGINAL CATALOGING See CATALOGING ACTIVITY
ORIGINAL.FORMAT' See Filled request under- INTERLIBRARY LOAN LENDING

ACTRVITY., _ | S
OUTCOMEYMEASURES See PROG?AM MEASUREg | ,_‘: )
OUTPUT DEVICE: See‘Compu:;r device under EQUIPMENT TYPES .
OVERHEAD TRANSPARENCY : P ojected.otAmagntfied}materia[_under MATERIALS
FORMAT ‘_ “& , T
. - - ‘
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P,
PAGE: See Office/clerical employée under PERSONNEL RESOURCE CATEGORIES.

PAMPHLET: See Other print- material under MATERIALS FORMAT.

PARAPROFESSIQNAL See Qggiggi em21oxee under PERSDNNEL RESOURCE CATE-
GORIES '

sy PARENT ORGANIZATION/INSTITUTION The agency, corporate body, or 1nst1tu-
" tion of which the reporting 1ibrary is a part.

" PART-TIME COUNTS See ACADEMIC STUDENJ COUNTS and/or EMPLOYEE COUNTS.
- -PATRON See USER GROUP - : ' S
. PERFORMANCE MEASURES See PROGRAM MEASURES. | |
PERIODICRL See Print;jprkprinted) materi%l under MATERIALS FORMAT.

PERSON TIME: See Activity measures under PROGRAM MEASURES..

'PERSONNEL CONDETIONS OF ‘EMPLOYMENT: Includes information about the appoint-
ment, status, and other terms relating to an individual's employment at
) the-1ibrary. Types of 1nformat10n included are:

1. .Personnel resource catggpry. The appropriate category in whieh the
employee 1s considered given the responsibilities and duties of
his or her position. See also- PERSONNEL RESOURCE CATEGORIES.

2. UCompensation: Includes salary, fringe benefits, and source of
;//; compensatW”h (e.g., Federal funds).

3. _Tgm of appointment The type of appointment and related informa-
on regarding the individual's position. This includes tenure
status, length of appointment, and other terms related to the
individual’ s position.

4. Employee status: The*Tull-time or part-time status of the position_”
held by the individual. - _

PERSONNEL IDENTIFIERS/TRAITS Individual attributes of library emp]oyees.
Specific identifiers/traits include: ‘ ,

. 1. Individual identification: The name, address, employee identifica-’
' tion number, title, social security number. and so forth that are
unique to the 1nd1v1dua1 - S ) ‘

o

2. Age

. 3. -Sex

4. - Race/ethnic identification 00 .
¢ 3 1

A

e
[
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'PEQSONNEL IDENTIFIERS/TRAITS (cOntinued)
5. Handicap category

6. Educational attainment

*

7. ?rofessiona] afft]iations or aﬁbqintments: Memberships, appointed '
positions, and so forth, which are pertinent to the employee and
his or her relationship with the library or library profession.-

PERSONNEL MEASURES: See PROGRAM MEASURES.
el ' - . .
PERSONNEL RESOURCE CATEGORIES: Categories of employees representing dif-
ferent kinds of persomnel resources available to the library. The
following categories provide for the classification of personnel re-

sources and refer to both paid employees anddvolunteers. (Volunteers éﬂ

should be categorized according to the type of activity which they
conduct.)  Personnel are-primarily categorized by functions and re-
sponsibilities, rather than educational background, experience, or
other qualifications. See also EMPLOYEE. EMPLOYEE COUNTS, CONTRIBUTED
(VOLUNTEER) SERVICES, RESEARCH/INSTRUCTION EMPLOYEE, Classroom Teacher

under SCHOOL LIBRARY/MEDIA CENTER TARGET GROUP, and/or STUDENT ASSISTANT.

1. Executive/administrative/managerial professional: Includes employees
who exercise primary responsibility for management of the library,
or a customarily recognized subdivision and who devote no more
than 20 percent af their work week to Fair Labor Standards Act
(FLSA) nonexemptﬂ}ork (1f the library is covered by FLSA). Assign-
ments may require the performance of work directly related to
management. policies or general business operations of the library

- or the performance of~functions in the administration of a depart-
ment. Titles of such employees include head librarian, library
director, assistant director, department head,.chief librarian,
and so forth. S : .

2. Specialist/library professional: Includes employees who are given
assignments requiring knowledge of an advanced type in a field of
science or learning or original and creative work in an artistic
field. Typically, no more than 20 percent of the work week is
devoted to FLSA nonexempt work (if the library is covered by ELSA).
This category has a number of features in common with the previous
classification. Persons. in these two categories conventionally
are drawn from the same or similar education, training, experience,
and vocational backgrounds. - Specialist/library professionals are
distinguished from the preceding category in that thetr primary
gctivity is practice in their particular field rather than admin-

stration. . :

Within the library, the majority of professional staff would
typically fall within specialist/library professional categories.
Divisions of specialist/library professional appropriate to the
library are: '

e

. : &

.
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Specialist/library professional (continued)

e Librarian: An exempt or professional employee who has met the
requirements for employment by a given state for the classifi-
cation of certified 1ibrarian, and who typically is employed in
11brary science functions, such as cataloging, reference, etc.
Librarians who are also subject specialists are included in this
category. (5)* Exclude from this cate?ory head librarians,
1ibrary directors, and others who function largely as adminis-
trators rather than librarians. . .

e Media professional: An exempt or professional employee who has
been trained 1n educational media and their utilization and 1is
proféssionally recognized as a media specialist or media general-
ist, and who typically is-employed in media-related library

services, such as curriculum development, instruction, production,

processing media, and aorganizing.and accessing media holdings.

e Subject specialist: An exempt or professional employee who has
academic preparation in a subject field or language, usually
beyond a Bachelor's degree, and is employed in collection devel-
opment, specialized reference services and/or bibliographic

services in his/her field. Librarians who are subject specialists

are included under Librarian above.

_e Other professional: An exempt or professional employée who, though

not a librarian or media professional, is in a position normally

requiring at least a Bachelor's degree (e.g., curators, archivists.

- tomputer specialists, information and system specialists). (18)*

Technical employee: Includes employees who exercise specialized
knowledge and -skills of the type normally acquired in postsecondary
education programs that do not lead to a Bachelor's degree, but
that do lead to recognition of completion of a planned and sequen-
tial program. While these skills normally are acquired in formal
education programs, incumbents may have acquired them through ex-
perience also. This category is restricted to FLSA nonexempt
employees (if the library is covered by FLSA). Also.called para-
professionals. Divisions of technical employees appropriate to
library‘emp]oyees 1nc1ude-

;o Library technician: Skilled nonexempt or para fassional employee

who, by virtue of training or education, perfoP- technical tasks

such as preliminary bibliographic searching, serials processing,
~ and 1imited cataloging. Also called library assistanf library

paraprofessional. and library technical assistan®.-

) Media technician: Skilled nonexempt or paraprofessional employee
who, by virtue of training or education, performs technical tasks
associated with media, such as graphics production and display,
Information and materials ﬁrocessing. phetographic production,
operation and maintenance of ‘audiovisual équipment, or television
equipment, and 1nsta11ation of systems components. (15)*

| | 230
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e PERSONNEL . RESOURCE CATEGORIES~{continued)

3. Technical employee (continued)

[ Other technician: Other skilled nonexempt or paraprofessional
employees of the library® such as computer operators, bookkeepers ,
etc. -

4, Office[cler{cal employee: Includes employees who perform clerical
and secretarial duties. Office/clerical employees in the 1ibrary
may be defined as:

o Secretarial/clerical employee: Nonexempt employees normally per-
forming activities concerned with preparing, transferring, trans-
cribing, systematizing, or filing written conmunication. (16)*
Such employees may also assist in technical activities.

o Page/student assistant/shelver: Nonexempt employee normally
conducting either clerical or support tasks such as reshelving,
card production, etc., and who typically receives a wage. °

5. Service employee: Includes employeées assigned to activities requiring
only a 1imited amount of previously acquired skills and knowledge.

- It inclydes such.employees as custodians, groundskeepers, security
guards, food service employees, drivers, messengers, and so forth.
Only employees paid directly from the 1ibrary's payroll should be
considered.

W -
PHONODISC: See Audiodisc under MATERIALS FORMAT.
PHONOGRAPH RECORD: See Audiodisc under MATERIALS FORMAT .
PHOTOGRAP@IQ DEVICE: See EQUIPMENT TYPES.

PHYSICAL PLANT: See Assets under FINANCIAL RESOURCES and/or Plant and
slogistical services under PROGRAMMATIC. ACTIVITIES.

PHYSICAL PROCESSING: Activities related to the preparation of an item for
the shelf including jacketing, affixing labels, pockets, and necessary
‘stamps. This process may also include accessioning.

PHYSICAL PROCESSING SERVICES: See Collection maintenance services under
i PROGRAMMATIC ACTIVITIES.

PHYSICAL UNIT: See COLLECTION COUNTS. |

é}CTORIAL REPRESENTATION: See MATERIALS FORMAT.

'PICTURE: See Pictorial representation under MATERIALS FORMAT. '
PLANT ASSETS: See Assets under FINANCIAL RESOURCES.

PLANT MAINTENANCE: See ngjstical and physical plant operatiens under
PROGRAMMATIC ACTIVITIES.

*
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PLEDGES RECEIVABLE: See Asset& under FINANCIAL RESOURCES _
PRECATALOGED NATERIAL See Der1ved cataloging under CATALOGING ACTIVITY

PREDOMINANT CALENDAR SYSTEM: The method by which the institution or school
structures most of its courses or programs for the calendar year. See
also ACADEMIC YEAR and/or SCHOOL YEAR. The following systems are typical
of both academic and school institutions:

1. Single term: A regular school term containing no major shbdivisions
“ ime. -

2. Quarter: The quarter calendar consists of three quarters with about
twelve weeks for each quarter of instruction. There may be an addi-
tional quarter in the summer; h f L

3. Semester The semester calendar consists of two semesters during the
typTcal academic or school year with about sixteen weeks for each
semester of.1nstruct10n. There may be an additional summer session,

4. .Trimester: The trimester calendar is composed of three terms with
aBout‘?TTteen weeks for each term of instruction.

5. 4- l 4 plan: The 4-1-4 catendar is composed of four courses taken for
four months, one course taken for one month, and four courses taken
for four months. There may be an addttiona] summer session.

6. Other division: A calendar d1v1ded into other than’ the above- noted
periods.

PREPARATION: See Physical processing services under PROGRAMMATIC ACTIVI-
TIES.

PRESERVATION: See COLLECTION RESOURCES MAINTENANCE ACTIVITY.
PRIMARY SERVICE AREA: See PUBLIC LIBRARY PRIMARY SERVICE AREA.

PRINT AND PRINT FACSIMILE: Materials which originate from print or printed
materials and which are considered textual in nature. Included in this
category are books, periodicals, newspapers. Also included are printed.
materials whichIhave been reproduced on microform Other mediums such
as audiovisual materials, nonprint kits, maps, and three-dimensional
materials are excluded See also MATERIALS FORMAT and/or NONPRINT

MATERIALS.
PRINT (OR PRINTED) MATERIALS: See MATERIALS FORMAT.

PRINTER/COPIER/DUPLICATOR See Graphic or reproduction device under
- EQUIPMENT TYPES.

PRINTOUT: See Computer printout‘under MATERIALS FORMAT.

PRIVATE GIFTS, GRANTS, AND CONTRACTS See CONTRIBUTED MATERIALS and/or
CURRENT-FUND REVENUE CATEGORIES. 23 :
_ o
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PRODUCTIVITY: See Performance measures under PROGRAM MEASURES.

PROFESSIONAL DEGREE: See First professional degree under HIGHEST DEGREE
OFFERED/OBTAINED.

PROFESSIONAL DIVISION: See Graduatu/profess1onal division under ACADEMIC
COURSE ' LEVEL.

PROFESSIONAL STAFF: See PERSONNEL RESOURCE CATEGORIES.

PROGRAM MEASURES The data and data combinations which describe and evalu-
ate the programmatic activities of the 1ibrary. Categories of program °
measures include; ‘ \

1.

.
S

Financial measures: The income sources, levels of income, and expen-

ditures associated with a program. See also CURRENT-FUND REVENUE '

CATEGORIES and/or Program expenditures (direct costs) under EXPEN-
DITURE CATEGORIES AND |§FN§FERS.

Personnel measures: The types, levels, numbers, and service months
of personnel associated with a program. See also EMPLOYEE COUNTS

and/or PERSONNEL RESOURCE CATEGORIES.

Facility measures: The type and area of space assoc1ated with a

program, along with the equipment and types of facilities devoted
to, or accessed by, a program. See also EQUIPMENT TYPES and/or

ROOM USE- CATEGORIES.

Activity measures: Descriptdrs ahd quantitative assessment of the

types of tasks, functions, or transactions conducted with any of
the programmatic activities» Specifically the type and quantity
of services, products, or output generated by a program. Measures
of activity vary with the types of activity under examination.
Generally, the following types of measures are appropriate:

o Number of transactions: The sum of similar discrete activities
or transactions conducted within the program, e.g., number of
circulation transactions. .

o Transaction duration: The time in which one or more employees are
involved In the processing of a transaction. This is distinguished
from person time where the time of each employee would be consid-
ered, and distinguished from lag time where both transaction dura-
tion and waiting time would be considered. Typically, transaction
duration is most appropriate for short-term transactions, e.g.,
directional &ransactions.

e Lag time: Lag time of a transaction is considered to be the elapsed
time (In minutes, hours, or days) from the inception of the trans-
action to the completion of the transaction. An example would
be the time an item is in cataloging, from receipt to completion
of final cataloging. Include time in which no effort is expended

. on the transaction, but in which the transaction is still uncom-
pleted (e 9.4 waiting time). 233

-



1

-234-

PROGRAM MEASURES (continued) | |

4,

Activity measures (continued)

o‘Act1¥1¥z rate: The number of transactions processed during a

spacific time frame, e.g9., circulation transactions per hour.

. T?is measure is based on actual or observed, rather than capa-
city, rate. '

o Person time: The employee time devoted to| the transaction or
activity. Only that time in which the employe® .is actually
working on the transactton or activity should be considered.

If two or more employees are involved simul taneously on the
same transaction or activity, the time of each should be con-
sidered. |

o Labor cost: The compensation (salary and fringe benefits) expended
on processing the transaction, or condugting the activity based
.upon the person time and the individual employees of the library
involved in processing the transaction or conducting the activity.

User measures: The type and level of usé made of the program, and
the type of user who benefits from the adtivity of a program.

Performance measures: The degree to which a program ﬁéets 1ts
measurable object. Criteria of importance in the consideration
6f performance are: P

i
'
§

. Policx,efféctiveness: The degree to whiﬁh policies maintained or -
enforced by the Iibrary meet the objectives of those policies,
and contribute to the overall performance of the 1ibrary.

e Resource effectiveness: The degree to which the library is able
to obtain necessary resources in order to conduct and improve
the operations of the 1ibrary and meet the objectives of the
program.

e Work environment/staff morale: The degree to which the working
environment and factors contributing to staff morale and general
we]1-be1n? are sufficient to produce an atmosphere in which staff
productivity and programs are benefited. o

e Staff competence: The degree to which the education, experience,.
work habits, and attitudes of employees contribute to the overall
goals of the 1ibrary and individual objectives of the program;
and the degree to which these personnel resources are well dis-
tributed across the programs of the 1ibrary.

e Operations effectiveness: The degree to which the operations of
the Tibrary and the activities of the program contribute to the
goals and objectives of the 1ibrary and to the satisfaction of
the l1ibrary user. : . .

o Productivity: The levels of activity produced for the resources
invested or expended in the program.

240 -
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_ _PROGRAM MEASURES (cantinued) . | n

6. Performance measures (continued)

o Timeliness: The relative length of time, lag time, or transaction
duration of activities, and the degree to which these contribute
to overall attainment of the objectives of the program and to the
satisfaction of the library user.

e Accuracy: The relative accuracy of activities, records, and trans-
actions, as this accuracy contributes to the objectives of the
program and to the satisfaction of the library user.

7. Qutcome measures: The impact(s) or result(s) of a program or the
a activities of a program upon the user, the environment, or the
resources of the library.

PROGRAMMATIC ACTIVITIES: A set of activitie$ undertaken for a particular
purpose(s) requiring a set of resources to accomplish a desired outcome(s).
Major categories of programmatic activities are:

1. Culturall_educationall_and information services: Those activities
related to the provision of Information elther formally through
instruction or upon request by the library's clientele. Included

* in this category are reference services, directional services,
research and analysis, community referral, outreach programs, and
other activities related to the provision, enhancement, or inter-.
pretation of information.

A further refinement of cultural, educational, and information ser-
vices that may be appropriate for some libraries includes the
following:

e Information services: Those activities related to the provision
of s#rvices and aids for the identification and location of docu-
ments and information requested by the library's clientele. In-
cluded in this category are online reference services, selective
dissemination of information, processing reference and information
queries, maintenance of reference collections, production of
bibliographies for specific subjects, information packaging
full-text retrieval, directional and community referral services,
research and analysis, client-in-situation, advocacy activity,
and indexing and abstracting. These 'services may be further
subdivided into the following categories:

- Machine-assisted reference services: Those activities related
to computer-based information services and the asspciated
activities including computerized search services.

- Readers and research advisory services: Those activities related
to the provision of assistance, consultation, recommendation,
and direction to users in reading or research, and in the in-
struction of the library to assist the user in upgrading library
skills.

24
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PROGRAMMAT-IGC ACTIVITIES (continued)

1. Cu]turall_educational,'and information services (continued)

¢ Information services (continued)

- Referral services: Those services related to the provision of
Tnformation about the community, community activities, and com-
munity services or agencies. Such services typically entatl
the determination of user needs and appropriate agency infor-
mation. Also included in this category are activities related
to advocacy and counseling.

- Research' and analysis services: The services devoted to the
provision and interpretation of information, consolidation and
‘analysis oz data or information from a variety of sources, and
independent research. Such activities require extensive inter:
pretation, synthesis, and analysis of information from both
primary and secondary sources. )

- Selective dissemimation of information services: Activities
related to the gathering and distribution of information about
a specific topic and to a particular audience. Typically,
such activities are conducted on a regular basis, and are
directed toward the specific interests or specifications of
the 1ibrary's user groups.

- Other information services: Activities or information services
not defined above. - ‘

{ N
Cultural, recreational, and educational services: Those activities

carried out for the express purpose of eliciting some measure of
"educational change" in a learner or group of learners. Included
in this category are the credit and noncredit courses or programs
offered by the 1ibrary, such assﬁr ?htmto-read" programs, community
awareness programs, film series, ch ldren's story hours, and lec-
tyres which may or may not be related to the facilitation of library
use. Library tours and instruction in the use of the 1library or

“1ibrary materials are included in this category. Involvement by

1ibrary employees in the teaching process of the parent organiza-
tion should also be included here. Media production which supports
the cultural, recreational, or instructional activities of the
1ibrary are also included.

Cultural, recreational. and educational services may be further
subdivided to reflect:

- General education_progrdms: Those activities carried out %or

the express purpose of elfciting some measure of Yeducational

change" in a group of learners, except those activities which

are informal in nature. Included Tn this program are the credit

and noncredit courses or programs offered by the 1ibrary in a

structured learning environment, such as "right-to-read" pro-

grams, research methodology, and sgaia\l topical courses. Only
‘ ‘ Ao

o~
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PROGRAMMATIC ACTIVITIES (continued)

1. -Cultural, educational, and information services (continued)

e Cultural, recreational, and educational services (continued)

= - General education programs (continued)

those formal instructional activities conducted by the library,
or members of the library staff, should be included in this
category. Other programs, though intended to produce an
"educational change" in their audience, which are informal,
unstructured, or not presented as an instructionigy, program
(e.g., library tours, storybook hours) should tegorized

\ as special services below) : ‘

- Cultural events/programs: Those activities intended to provide
intellectual and cultural experiences for the public or the
library's user group outside of general education programs and
supplemental” to those received as part of a formal instructional
process. Examples of such events include visiting artist/concert
series, lecture series, musig activities, art eﬁh&g!iions. con-
certs, films, and exhibits. - : B

- "Special seryices: Those activities intended to provide cultural,
educational, or recreational experiences for the library's user
group in noninstrugtional environments. . Such activities include

: © 1ibrary tours, storybook hours, and other special service pro-
) o L o j1 ~Jrams. o '

- Other cultural, recreational, and eduéationa] services: Those
culTtural, recreational, and educatiopal activities not identi-
fied above.

2. Resource distribution services: Those activities related to the
provision of library materig}s to the library's clientele and to
other libraries. Those activities included in this category are
assistance (or facilitation) in circulation services, reserve ser-
vices, nonprint or media distribution, inter- and intra-library
loan services, messenger services, and equipment rental and loan
services. Also included in this category are computer services in
support of circulation and interlibrary loan. Activities related
to the control and distribution of library services are included.
Similar services provided within special collections and at branch
libraries should also be considered a part of resource distribution.

. A further breakdown of resohrce distribution that may be appropriate
. - for some libraries includes the following:
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PROGRAMHATIC AOWIVITIES (continued)

2.

Resource distribution services (continued)

e Circulation services: Those activities related to the physical

control and circulation of library materials. Also included in
this category are lending library resources to direct borrowers
from general, special, or reserve collections; maintaining loan
records; monitorin? and collecting overdues; renewing materials,
reshelving materials; equipment rental and loan for use in read-
ing or viewing library materials; copying services provided to
users; and media distribution services.

Circulation services may be additionally refined to reflect the
following categories of activities: / .

- Equipment distribution services: Those activities related to
.the physical control and circulation of the library's equip-
ment resources to user groups. "Also included are related
activities such as maintaining loan records, collection of
fees (1f applicable) and fines related to the distribution
of equipment, and general control functions related to eduip-
ment distribution. \ \

- General circulation services: Those activities related to the
physical control and circulation of the library's general
callection. Also included are supportive activities of gen-
eral ciréulation such as maintaining loan records, monitoring
and collecting overdues, renewing materials, and reshelving
materials from the general library collection.

- Media distribution services: Those activities related to dial
access for user groups, computer-aided instruction, closed-
circuit television, the distribution of nonpririt materials
from the collection and maintaining appropriate records and
control of materials in circulation. This category only in-
cludes those activities related to special audiovisual or..
media distribution centers maintained by the library, and
should not include those activities considered a part of the
general circulation services. Include related activities such
as storage, scheduling, delivery, maintenance and inventory
control.

- Reserve services: Activities related to the physical control
and circulation of materials from the library reserve col-
lection. Also included are supportive activities such as
developing reserve lists, removing reserve materials from the
general collection, maintaining. loan records for reserve mate-
rials, renewing reserve materials, and returning materials
from reserve collections to the general collection when neces-
sary. : .

‘1

- Other circulation services: Those activities related to cir-
« cutation not defined and specified above.
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PROGRAMMATIC ACTIVITIES (continued)

Y

2. Resouflé distribution se;;éﬁagl(cﬁntinued)

o Interinstitutional excifhge and delivery services: Those actﬂg
vities related to the borrowing or lending of materials to other
a libraries. Specifically included activities are interlibrary
loan and messenger services, record matntenance and accounting
activities associated with interlibrary .transactions, bulk loans:
to other 1ibraries (excluding branches of the reporting library),
and photocopying and reproducing materials for purposes of pro-

' . viding materials to another library in lieu of lending originals.
Excluded from this.category are messenger services employed pri-
marily for'purposes of interbranch transactions, which are in-
cluded in plant and logistical services; and gifts and exchange
services asso¢1aFed with materials acquisition services.

s

Interinstitutional exchange.and delivery services may be further
refined to reflect the following:

- Interlibrary loan services: Those activities related to the
. physical control, circulation, and maintenance of related
records for interlibrary loan lending and borrowing activities.
Supportive activities such as-verification, interlibrary loan
switching, location identiffcation, and 'so forth should'be also
included in this category. : .

- Interlibrary delivery services: Those activities related to
the delivery of materials from one library to another which
i are unrelated '

- Other interinstitutional exchange and delivery services: Any
interinstitutional exchange -and loan services not identified

nor defined above. :

3. Collection development services: Those activities related to the
selection of materials- for the 1ibrary, the determination and
coordination of collection development policy, and the screening
and evaluation of available materials and user requirements. In-
cluded in this category are user needs. assessment and collection
use studies, preparation of "want" lists, and weeding. Also in-
cluded is planned coordination between materials and activity of

. the parent organization.

4. Technical services: Those activities related to the,provisiqg of
materials acquisition, organization, and preparation servicess
Included in this category are acquisition services, cataloging, -
periodicals control, binding dervices, and computer services in ‘

support of these functions. .

/
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Technical services (continued)

A further refinement of technical services that may be appropriate
for some libraries includes the following:

o Materials acquisition services: Those-activities related to ob--

taining materials by purchase, exchange, or gift, together with
the maintenance of the necessary records of these additfions.
Also included are those activities related to the identification
and verification of orders and titles. (5)*

Materials acqujsttion services may be further refined. to reflect
the following: , \

- Ordering services: T‘ose activities related to the purchase
or acquisition of items from the pub]isher or elsewhere pur-
suant to the request, and the maintenance of related records.
Supportive activities such as fupd accounting, processing
payments, and clatming may also be involved.s

- Searching and verification services: Those activities related
to determining publisher and other information necessary for
purchase of materials, verification of such information, and
verification that materials are not in the collection nor on
order. “ Such activities may also provide precataloging infor-
mation. N

- Other materials acquisition services: Any activities not iden-
tified and defined above. -

¢ Materials orgpnization and control services: Those activities ™

related to the organization and bibliographic control of library

materials. Included in this category are cataloging servites,-

serials check-in, catalog production, catalog maintenance, and

filing into catalogs.

Matérials organization and control services may be refined to
-reflect the following:

- Cataloging services: Those activities.related to the classifi-
cation, description, and preparation of necessary entries for
the catalog of materials intended for the library collection.

- Catalog_maintenance and production services: The production )
oFf records_for the catalog, the maintenance (e.g., corrections,

- replacements, "etc.) of records in the catalog, and interfiling
of records 1nto the catalog.

-

-. Serials contro1 services: Those acttvities related to the pro-
cessing and control of serials for the library collection. =
Associated activities may include the claiming of periodicals '
and the preparation of periodicals for binding.

-

A - .
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P;}oeRAMMATIc ACTIVITIES (conhnue'dS‘ o

4, Technical services (continued) ;;s

’ o Materials orggnization'and control services (continued) -

- Other materials or anization and contrd] services Any acti-
+ * vities not ident ed and7defined above.

® Collection maintenance services Those activities related to the
i . maintenance and preparation. of materials for general library use
> - and distrikution. Included in this category are conservatian
activities, physical progessing of materials, and stdck mainte-. “
-nakce. Include here media produttion-if materia]s ‘are intended
to -augment the collection. - Otherwise, media production‘ should

vices.

. 'Coilection\maintenance services may be further refined to reflect
~ the following categories of activities

-, Collection resources maintenance services: Those activities
necessary or usetul to the préservation of the library's
collection. This category includes binding, -mending, preser-
vation, and conversion .of the materials in the coi]ection in

- order to ensure continued usefulness :

- Physical pﬁocessing servic®: Those activities related to the
preparation of an item for the shelf including jacketing,

. - may also inc]ude ac ssioning .
_ © .- Stack maintenance services: Those activities related to the
— . * shelaing and control of the collection not in general circu-
et ~latfon. Mssociated activities may. include shifting shelves,

resH{iving items into the collectidn and she]f reading

- Other collection maintenance activities Any collection mainte-
nance activities not identified or defined above
.
5. 'ﬂdministcative services, and administrative support services Those
‘. activities’ related to the provision of geperal administrative ser-
vices for the operation of the_ library. Those specific services
included in this functional "area are- personnél administration and.
coardination, public relations and development, fiscal mapnagement,
_planning, program management, publications, advertis¥ng, personnel
: , development, and plant and logistical services, .Computing support
v for general library activities and administrative functions should
A be included in this category. Excluded are. thosercomputer services
SAD. “in- support of information ‘resource distributfon, or technical ser-
e . vices, . ) oo :
- o7 . Al w . b i . . -

AN }

be considered under cu]tura], reCreational, and educational ser— '

affixing labels, pockets, and necessary stamps. " such activity

21
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PROGRAMMATIC ACTIVITIES (continued)

5. Administrative services and adﬁinisprative support ser!ices (continued)

Refinements appropriate within this category are:

o Cdordinative and leadership activities: Those activities related
to the improvement of 1ibrary resources and to the improvement

. ;,of the organization or entity of which the library is a’ part.
"Included in this category are those activities related to long-
term library development, contribution to the institutional goals
of the organization of which the library is a part, and participa-
tion by the 1ibrary or library employees in long-range development
of resources within the library community (e.g., network advisory
boards, library planning groups, faculty councils, etc.).

Coordinative and leadership activities may further be refined to

1n%1ude the following: ‘

- Planning and program development: Those activities related to
the overall Tibrary planning and design functions carried out

. in support of the parent organization, or the general perfor-
mance of the library. Include here cooperative planning with
other 1ibraries or with other units. Also included in this
category is curriculum development. \

- Liaison activities: Those activities conducted to maintain or o

enhance relationships with the parent organization, the com-
Anunity, governmental entities, thg library community in general,
as well as those actix%ties carried out to support library fund
raising_and development efforts. Include also activities in-
+ tended to strengthen the library's relationship with other
organizations, agencies, or units

.- Public relations and development Those activities designed to
~, enhance the library's image to user groups, funders, or the
parent organization. Include those activitie$ designed to
communicate general information about the activities, goals,

“ and objectives of the library to various audiences. Newsletters,
néws re]eqses, public- opinion surveys, and the 1ike should be
included. -

- Other coordinative and leadership activities: Include here
. coordinative and 1ea%?rship activities not Tdentified nor de-

fined above.

¢ Management services: Those activities related to library fiscal
operations, library planning, public relations, and personnel
' administration and development. ¢ Also included are those activities
' which provide Tibrary staff opportunities for incyeasing their
personal and professional growth and development. Included-
within this category are staff development programs, in-service
education programs, professional publishing, and sabbatical
leaves. @ od

_. F . 24s
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PROGRAMMATIC ACTIVITIES (continued) ' ' (

5: Administrative services and administrative support services (continued)

e Management services (continued)

Management services may be further refined to reflect: A

- Findncial management and operations: This subprogram consists
of those activities related to the day-to-day financial manage-
ment and fiscal opérations of the library. This includes con-
trol and accountinb of the library, disbursément of library funds,
and-the fiscal management of contracts and grants held by the
library.

- Health, safety, afd® security services: Those actiiities related
to the enviropmental well-belng and security of the library,
library employees, or library users. Such activities include
police protection, collection security, theft controls, general
liability insurance, and the enforcement of policies regarding
iibrary use.

1

- Personnel services: Those activities related to the recruitment
and hiring of Tibrary personnel, the administration of employee
‘programs, and the development of dibrary personnel. Include
affirmative action duties, personnel administration, labor
relations and negotiating activities, staff deveiopment acti-
vities, regruiting, administration of insurance and retirement
programs, and_ maintenance of personnel records.

- Other management services: Other managément activities not iden-
tified nor defined aboVe.

o Logistical and physical p]ant_hperations Those activities re]atgp
to the provision of general support actiVities ta the library.
Included are activities relating to building maintenance, custodial
services, utilities, landscape and ground-maintenance, major re-
pairs and renovation, construction planning, boekmobile mainte-
nance, parking, procurement, shipping, and interbranch messenger
services. -

Logistical and physicai p]ant operations may be further refined
N tO

- Logistical services: Those activities related ‘to facilities -
planging, room scheduling, space allocation, facilities records,
procurement of other than library collection materials, trans-
‘portation and motor-pool services, maintenance of bookmobiles
and communication services (e.g., mail room services, telephone
and telegraph services, etc.), and copying services other than |
those services provided to user groups. ‘

e . Ray
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PROGRAMMATIC ACTIVITIES (continued)

. - L)
5. Administrative services and administrative support services (continued)

o Logistical and physical plant operations (continued)

]

- Physical plant operations: Those activities related to main-
tainTng the existing grounds and facilities, providing utility
services, and planning and designing future plant expansions
and modification. The actual capital expenditures used for
plant expenditures and modification should not be classifie
in the prbgrammatic classification. '

. \'u._‘,
" PROGRAMMATIC MEASURES: See PROGRAM MEASURES. v
PROJECTED OR MAGNIFIED MATERIAL: See MATERIALS FORMAT.
PROJECTING OR MAGNIFYING DEVICE: See EQUIbMENT TYPES ..

PUBLIC CATALOG: A 1ist of any format, arranged in an eétab]ished order
‘which records and describes the resources of the library and which is
generally available to the library‘s clientele. (5)* Exclude union

catalogs. . , ) ;

PUBLIC LIBRARY: A library that serves all residents of a given community,
district, or region, and receives its financial support, in whole or
part, from public funds. Public libraries make their basic collections
and basic services available to the primary population served, without
additional charges to individual users. Products and services beyond e
the 1ibrary's basic services may or may not be provided to the public
on a. cost-recovery or fee basis. Individual charges may be assessed
from library users outside the primary target population of the library.
In addition to the tax-supported municipal, county, and regional public
libraries, this definition includes privately- and Federally-controlled
libraries which render, without charge, general library services to the
community. - (5)* ‘ : .

Public libraries may be fhrther categorized by the size of communtty -
in which they reside: ’

1. Public library in an urban community: A public 11brar}lservfng a
community with a population of 2,500 or more. For certain purposes,
these communities may be further categorized into: .

e Urban community with a population of less than 10,002{

e Urban community with a populatien of 10,008"to 24,999
' 2
e Urban community with .a population of 25,000 to 49,999

o Urban community with a population of 50,000 to 99,999

e Urban_community with a population of 100,000 to 249,999

o | e Urban community with a populatiop of 250,000 to 499,999
ERIC o . ‘ <QUu T
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PUBLIC LIBRARY (continued)
1. Public library in.an urban cofmuntty (continued).

® Urbgn;gpmmunitylwith a ponulation of 500,000 to 999,999 v

. Urb&n community with a<popu1at10n of 1.000 000 or more

2. Public library in a rural-commumity: A pubHc l1ibrary serving a
population Tocated on disperse rmlands. or in hamlets or villages
of less than 2,500 persons. A rural community may be further
characterized as: . ~ 7

o Ruralefarm community L ‘ &

¢ Rural-nonfarm community , .

PUBLIC LIBRARY PRIMARY SERVICE AREA:’ The geographic area, and the residents
thereof, for which the library has been established to offer services
and from which y(or on behalf of which) the library derives income.
Typically, th1! area would correspond to that from which the-library
derives its legal identity. (5)* Square miles of the area of service
should be inclusive of the area of total population given.

PUBLIC LIBRARY REPORTING-UNIT STRUCTURE: The entity who directly governs" \' -
’ ' the library and its policies. Typically, the library reports directly .
to this entity, which has direct 1ine responsibility for the library.

(m 1. Library board: A group of appointed or elected officials who di-

: rectly oversees the library on a continuous and regular basis.
Typically, this board's sole function is to oversee public library
policies. Also known as Library Board of Directors, Board of '

“Trustees, and Board of Library Trustees. Exclude boards which
serve only an advisory role.to the library. .

2. Board or council: A group of appointed or.elected officials who
directly oversees the-.legal lentity of which theslibrary is a part.
Examples are Cjty Council, Board of Supervisors, the Legislature.

'3. Official director of the legal entity of which the library is a part:
The elected or appointed official of theTe?a1 entity (i.e, clty,
county, state, etc.) which oversees the policies and activities of
that legal entity. Examples of these positions are Mayor, Governor,

City Manager.
\ o

4. Divisional chief: A person who is normally considered a department
chief, division chief, or division directer. Examples wduld be
' Director of Social Services, Secretary of Educatioh, etc.

5. State library agency: The state organization eszt1ng to extend and
‘ improve 1ibrary services in the state. . ;-

P . 6. Federal agency: An agency funded and controlled by the Federal gov-
- ernment. Inlcude here libraries serving as public libraries on

Q - 3 military bases and overseas installations. Fanns
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PUBLIC LIBRARY REPQRTING-UNIT STRUCTURE (continued)

Other reporting-unit structure: A governing body other than the
above named or defined eﬁ%it{és. _

PUBLIC LIBRARY TARGET GROUP: The constituency whom the public library is
intended to serve. Public library target groups can be categorized in
the following manners:

1.

SHSDw N

Age ranges
Sex

Race/ethnic identification

qHandicqpﬁcategonx

Language proficiency

. "Disadvantage status

Educational attainment®(of the adult population)

Employment categories (of the adult poputation): Employed persons

are takento be all civilians 16 years old and over who were either
(a) "at work"--those who did any work at all'as paid employees or

in their own business profession, or on their own farm, or who worked
15 hours or more during the reférence week as unpaid workers on a
family farm or in a family business; -or (b) were "with ob but

not at work"--those who did not work during the reference week but
had jobs of business from which they were temporarily absent due to
i11ness, bad weather, industrial dispute, vacation, or other personal

A\ reasons. Excluded from the employed.are persons whose activity con-

sisted of work around the house or volunteer work ‘for religious,
charitable, and similar organizations, Typically, employéq persons
are divided into .the following categories: ' )

2

¢ Professional and business workers (including managers and admin-
{strators) \ - R

e Sales and service workers

- L
® Manual workers-

e Service and household workers

Family 1néome: Family income represents the wages and earnings of
all members of a family for the previous year. Family income in- .
cludes gross wages and salaries, net self-employment income, retire-

~ment income, public assistance or welfare, and all other income.

Family income does not include valué of in-khd income, withdrawal
of bank deposits, money borrowed, tax refunds, money received from
sale of property (unless the individual is in real estate business),
exchange of money in the same household, gifts ,and lump sum inheri-’

-tances. insurance payments and other lump sum receipts. The data

/
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PUBLIC LIBRARY TARGET GROUP (continued)

9. Family income (continued) - o

for the 1970 census of family income was .based on a sample of 20
percent of households. The following income ranges are used in
this handbook: . :
e Under $1,000 _ ' N

e $1,000 to $4,999

e $5,000 to $9,999 : _ ’

e $10,000 to $14,999

o $15,000 to $24,999

o $25,000 to $49,999

o $50,000 and above b

PUBLIC LIBRARY USER DIVISIONS: Collections and related services, specifica]ly
established for/a subset of the library's clientele. These may be based *
either upon subject interests or age grouptngs. The following user divi-
sions are based on age groupings. . .

1. Adult services: The collection and related services established for
adult c11qnte1e,'typica41y over the age of 17.

\ | | - | | |
2. Young adult services: The collection and related services established
especially for (but nof exclusiverto nor inclusive of) persons be-

tween and in¢luding the _ages of 14 and 17 years. .

1lection and related services es«#1ished
e to nor inclusive of) persons under

3. Children's services: The
especially for (but no excl
the age of 14.

o PUBLI{ LIBRARY USER GROUP: Those persons, either within the library's

' target group, or other, who actually use the library's services and
resources. Types of public library user groups correspond tb target
groups, and may also include other descriptors to accommodate nontarget

- group users.

PUBLIC SERVICES: See Cultural, educational, and information services and/or
* Resource distribution under PROGRAMMATIC ACTIVITIES. '

PUBLISHER'S AND BOOK TRADE LIST: See REFERENCE COLLECTION.

PURCHASE ORDER: A written, typewritten, or computer-produced order placed
with a vendor or publisher for materials available for purchase. Infor-
mation included on a purchase order usually includes title, author, pub-
1isher, the standard item identifier (i.e., ISBN or ISSN), a vendor's
control number, and price.” See also APPROVAL PLAN and/or BLANKET PUR-

CHASQDER. 253
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RACE/ETHNIC IDENTIFICATION: Categorization of individuals according to
the race/ethnic categories to which they belong, are regarded by the
community as belonging, or categorize themselves as belonging.

This concept of race/ethnic identification and the following categories .
are those used by the U.S. Office. for Civil Rights, the Equal Employ-
ment Opportunity Commission, and other Federal agencies in conformity
with recommendations by the Office of Management and Budget (OMB) Ad
Hoc Committee on Race/Ethnic Categories in 1976. The categories are
as follows:: .

.

N

w

o

Hispanic: A person of Mex{can. Buerto Rican; Cuban, Central or South
American, or other Spanish culture or origin, regardless of race.

Nonhispanic white:uh person having origins in any of the origindl
peoples of Europe, North Africa, or the Middle"East.

Nonhispanic, black: A person having origins in any of the black
racial groups of Africa. - _

American Indian or Alaskan native: A persbh having origins in any
of the original peoples of North America and maintaining cultural
identification through tribal affiliation or community recognition.

Asian or Pacific Islander: A person having origins in any of the
origTnal peoples of the Far East, Southeast Asia, the Indian Sub-
continent, or the Pacific Islands. This area includes, for example,
China, Japan, Korea, the Philippine Islands, and Samoa.

*

Non-U.S. citizens are to be reported as follows:

READER: See Microform reader or reader/printer under EQUIPMENT TYPES.

e For target group reporting, nonresidéht aliens'(those individuals
who have not been admitted to.the United States for permanent .
residence) are reported only as totals and are not identified by

race/ethnic categories.

e for émqloyee reporting, foreign nationals are reported separately
as well as included with statistics reported for full-time staff
by occupational activity and are identified by race/ethnic cate-

gory.

READER/PRINTER: See Microformvréader or reader/printer under EQUIPMENT
TYPES. ,

READERS AND RESEARCH AD&ISORY SERVICES: See Information services under °
PROGRAMMATIC ACTIVITIES. A

/

READERS OR RESEARCH ADVISORY TRANSACTION: See Reference transaction under
INFORMATION CONTACT. | -
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READING/STUDY ROOM: See Study facility under ROOM USE CATEGORIES.

READY REFERENCE COLLECTION: See Reference collection under COLLECTION .
: . CATEGORIES. | . - T

e

REALIA: See Three-dimensional material under MATERIALS FORMAT.

REBINDING: Set Binding and rebinding under COLLEETION RESOURCES MAINTE-
NANCE AGTIVITY. T .

RECATALOGING: See CATALOGING ACTIVITY.
RECEIPTS: See CURRENT-FUND REVENUE CATEGORIES.
- RECLASSIFICATION: See Reclassification under CATALOGING ACTIVITY.

" REFERENCE: See CROSS-REFERENCE and/or Information services under PROGRAM-
MATIC ACTIVITIES. ‘

REFERENCE COLLECTION: A collection of books and other materials in a library
useful for supplyimg information, kept together for convenience, and )
generally not allowed to circulate. See also COLLECTION CATEGORIES.

. The following categories of materials in reference collections are

PO irrespective of materials format. '

1. Publisher's and book trade 1ist: A-publication issued by publishers,
Bookdealers, individually, or collectfvely, describing their pub-
lications, and sometimes including a price list. This category
inclydes book trade catalogs, monthly catalogs from the Superin-
tendent of Documents, and so forth. It also includes nonpublisher
related 1ists such as Books-in-Print. N

2. Index: An array of references (in any medium or format) to topics,
names, or titles in books and periodicals, or to reports, patents,
and other nonbook materials. .

3. Abstracts: Factual summaries giving significant content of unTts
- of publication (e.g., scientific or scholarly papers, technical
reports, patents). As a reference collection category, abstracts
typically contain summaries of several works concerning a particular-
subject or area of learning and accompany citations referring to
the original publications. (5)* '

e~
-
o

4. Bibliograph!: A 1ist of sources of information or of references to
e rary materials organized for a particular use or relating
to a particular subject. (5) See also TOPIC OF BIBLIOGRAPHY OR
SPECIAL CATALOG.

5. Catalog: A list of bogks, maps, etc., arranged according to some
aef1ni§e plan. As distinguished from a bibliography and from a
publisher's or book trade list, it is a 1ist which records, describes
and indexes the resources of a collection, a library or a group of
1ibraries. This category excludes the public catalog of the

-1ibrary used by the 1ibrary's clientele to locate materials in the

"« Tibrary.
. 23\)
(o)
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REFERENCE COLLECTION (continued)

6. Fact-finding sources: This category includes those reference collec-
tion mater{als which are most oftén used to locate a particular fact
or set of facts about a particular topic. This category includes
(although not exclusively) almanacs, encyclopedias, dictionaries.
and statistical and mathematical tables.

7. Other reference collection material: This category includes other
materfal not Tisted or defined 1n the above categories. Included
within this category are college and university announcements,
atlases, and telephone books.

REFERENCE FILES: See Reference cqllection under COLLECTION CATEGORIES.

REFERENCE TRANSACTION: See INFORMATION CONTACT.
REFERRAL SERVICES: See Information services under PROGRAMMATIC ACTIVITIES.

REFERRAL TRANSACTION: See Reference transaction under -INFORMATION CONTACT.

RE IMBURSED SERVICES: Services which the libraryeprovides to the user or
to other libraries on either a partial cost-recovery basis, or throu
subsidy. This category should. include only those seryices which cou?d
not be provided without such reimbursement to the library. See also
Generated income under CURRENT-FUND REVENUE CATEGORIES.

RENEWAL TRANSACTION: The act of extendin? a circulation transaction for a
period of time beyond that of the original loan period. A renewal
transaction applies equally to general circulation transactions, reserve
circulation transactions, and equipment circulation transactions.

RENTAL COLLECTION: A group of selected books that are circulated for a
small fee. (1) See a]so LEASED COLLECTION.

REPRODUCED FORMAT: See Filled request under INTERLIBRARY LOAN LENDING
ACTIVITY.

EPDdDUCTION DEVICE: See Graphic and reproduction device under EQUIPMENT
TYPES.

REQUEST FILLED WITHIN USER SPECIFIED TIME: See INTERLIBRARY LOAN BORROWING
ACTIVITY

RESEARCH ADVISORY See Readers or research advisory transaction under
INFORMATION CONTACT. ° -

RESEARCH AND ANALYSIS SERVICES: See Information services under PROGRAM-
MATIC ACTIVITIES. )

RESEARCH AND ANALYSIS TRANSACTIDN: See Reference transaction under
INFORMATION CONTACT.

<
~
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RESEARCH/INSTRUCTION EMPLOYEE: Includes all employees of the parent
organization who customarily receive assignments for the purposes of
v research and/or instryction. 1In describing these individuals as
members of the 11brary's target group or user group, the following
descriptors are of importance: . . _

-

- 1. Discipline/subject matter of the research and/or instruction: An
ndicator of the maJor subjact areas of importance to the Tndivid-
ual as 1t\relates to his or her occupation. ~

. 2. tevel of research involvement: An indicator of the 1nd1v1du§ﬁ's

: participation In Tresearch activities. This is of particular im-
portance in describing faculty members who may largely be involved
fn instructional rather than research activities.

RESERVE CIRCULATION TRANSACTION: See CIRCULATION TRANSACTION.
- RESERVE COLLECTION: See COLLECTION CATEGORIES.
_RESERVE SERVICES: See Circulation services under PROGRAMMATIC ACTIVITIES.

RESHELVED VOLUMES: See NONEIRCULATED VOLUMES.RESHELVED.

'
. RESOURCE DISTRIBUTION SERVICES; Sée PROGRAMMATIC ACTIVITIES:
'RESOURCE SHARING: See CONSORTIUM, NETWORK, AND/OR COOPERATIVE ENbEAVOR.
RESTRICTED FUNDS: See REVENUE RESTRICTION CATEGORIES.
REVENUE RESTRICTION CATEGORIES: - .

1. Unrestricted funds: Revenués\recefved by the 1ibrary or institution

of which the Tibrary is a part without stipulation Fegarding purpose )

’ by the source, and may be expended at the discretion df the manage-
. ment. This catedory applies equally to undesignated and designated,
funds. ' z
: . ,
2. Restricted funds: Revenues received by the 1ibrary or the parent
institution with the stipulation that such funds be used for the
purpose specified By the donoy_1§ource).

REVENUES: See CURRENT-FUND REVENUE CATEGORIES.

- ROOM USE CATEGORIES: Standard éroubs of instftution areas described by
primary use. \ . -

1. Classroom facility: A room used by classes that does not require
speciaT-purpose equipment for student use.

2. Laboratory facility: A room that requires special purpose eguipmént
for student or research purposes. |

3. Office facility: A room used by libraﬁy employees working at a desk
o _ or table. . 258 |
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ROOM USE CATEGORIES (continued) = 1

.

Study faclllty. A room used by 1ndlv1duals to study, or a room used
to store books. Included in this category are: , ;

. Road;g{study room: A room used by 1nd1vlduals to study books or
nonprint materials. Included are veadifg rooms, carrels, study
rooms, individual study stations, and similar rooms intended for
general study purposes.

e Stack: A room (or a portion of a room) used to provide shelving
for |1brary materials. Exclude off-site storage facility classed
as a support facility below. - . b

e Open stack/reading room: A rdom that is a combination of a reading
room and stack. .

o User information area: A room or portion of a room that serves a .

* veading/study room, stack, or open stack/reading room as a sup-
porting service to such areas. Included are areas which house
card catalogs, circulation desks, reference desksm~and information
area.

Special use facility A room set aside for special purposes. This -
TncTudes rooms used for the production and distribution of aydio-
visual, radio, and TV materials.and for the operatlon of eqUipment
for thé communication of these materials. .

General use facllity: A room used for assembly, exhibition, food- -~
service area, lounge, merchandising, recreation, meeting, or locker

room, or a room that directly services such facilities.

Support facility: A room used for data processing/computer, repair
and maintenance of products, storage of materials or vehicles, or
rooms servicing such areas. For some purposes, it may be useful

to isolate the following: )

o Off-site storage facility: A building or portion thereof devoted
to the storage of collection resources and not associated with
a service outlet of the library. Usyally, such facilities house
overflow materials from the library's general collection, and

. which materials are infrequently used by the library's user group.

‘Unclassified facility: Rooms not assigned, undergoing remodeling

or alteration, or not completely finished in construction at the
time of the inventory. :
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SALARIES AND WAGES: See CompensatioB under EXPENDITURE CATEGORIES ANp
TRANSFERS. '

~

SCHOOL* A school consists of a group of pupils with one or more teachers
who give instruction of a defined type in one or more grades, housed
in a school plant of one or more butldings or in one or more school

! plants, and organized as one unit. More than one school may be housed
! in the same school plant, as in-the case where separately organized
/ elementary and secohdary grade lev&ls.are housed in the same plant;

. when this occurs, each level is considered as a separate unit, if ad-
ministered separately. If both elementary and secondary grade levels
are administered as a single unit, it should be considered as one
school. (22) Types of schools are:

1. Elementary school: A school classified as elementary by state and
Tocal practice and composed of any span of grades not above grade 8.

o One-teacheir school: A one-teacher school is a school in which one
teacher 1s employed to teach all grades offered in the school,
redardless of the number of rooms in the building. These schools
can- consist of any grade grouping within grades kindergarten
through 8. (22) :

—>- - -

o Middle school: A middie school is a separately organized and
administered school usually beginning with grade 5 or 6 or its
equivalent and including at least three grades or years. Most )
middle schools presume, in ultimate plan if not in present reality,
a fqur-year higl school for the grades or years which follow, as
in a 4-4-4 or a 5-B-4 plan. (22?

e Other glementary school: Those schools not identified or defined
above, regardless of grade span, but not above grade 8. (22)
2.{ Secondary school: A school comprising any span of grades beginhing

with the next grade following an elementary or middle school and
ending with or below grade 12. ~ .

e Junior high schoola A junior high school is a separatkly organized
and administered secondary school between elementary schools and
senior high schools, usually including 7, 8, and-9 (as in a 6-3-3
plan) or grades 7 and 8 (as in a 6-2-4 plan). (22)

e Senior high schoel: A senior high school 1is a secondarQ‘schoo]

offering the final years of high school work necessary for gradua-
tion and invariabl}y preceded by a junior high school. Four-year
~and incomplete high schools are to be included:

- 9 ,
- Four-year senior high school: A four-year high school is a four-
year secondary school jmmediately following the elementary school’
(as in the 8-4 ptan) or a middle school. ?22)

\*

P
" !
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SCHOOL: (COntinued) : | - 4

-t 2, Secondany ‘school (continued)
o Senfor high school (continued).

- Incomplete high school: An incomplete high school is a secondary
, . scﬁooj which offers less than-four years beyond grade 8 and
Co normally ends with grade 11. (22) .

e Junior-senior high school: A Junior-senior“high school is a;sec-
andary school which usually inclides grades 7 through 12 and is
administered as a single unit. Such a school would usually follow

. ¥ a hiddle.or other elementary schoo] with no intermediate school
between.  (22) . .

TR :
. o Vocational technical school: A vocational technical high school
1s a separately organized school under. the direction of an admin-
~istrator (such as a principal) for the purpose of offering training
in one or more skilled or semiskilled trades or occupations. High
schools offering vocational/techmical as part of 'a comprehensive
program should not be included here., (22

+

3. Other school: A schdol not 1dentified nor defined above This cate-
gory includes: ‘

o Combined elementary-secondary school: Include here those schools
which serve both elementary and secondary pupils, but which are
argapizéd and administered as a single unit and cannot be classgi-
{ie? in any of the categories of e]ementary and secondary schools.
. 22 -

e Special education school for handicapped: Inc]ude here 0 nlx those
schools which serve emotionally d1sturbed and mentally or physi-
- cally handicapped pupil{uexclusively. ot include schools
* _ which affer special ed on along with tﬂ"~regular program. (22)

o Other school° A school not\oientified nor defined above.
SCHOOL CALENDAR See PREDOMINANT CALENDAR SYSTEM’ ‘un
' \
SCHOOL CLASSROOM See Classroom facility under ROOM USE CATEGORIES. %Q&"

© SCHOOL COMPLETED: See EDUCATIONAL ATTAINMENT. - o

- SCHOOL COMPULSORY ATTENDANC AGE.SPAN The~ youngest and oldest ages at
which children, youths, and adults normally are required to attend
school . (22)* See also SCHOOL PERMISSIVE ATTENDANCE AGE SPAN.

SCHOOL DAY A school day is that part of the calendar day when school is
¥n session. For some purposes it is useful .to determine the number of
minutes the school is in operation during ‘the tybpical school day. ,(18)*

LT ) ' +
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SCHQOL ENTRANCE REQUIREMENT: See MINIMUM ADMISSIONS REQUIREMéNT.
SCHOOL HOURS: See SCHOOL DAY.

SCHOOL LIBRARY/MEDEA CENTER: A library which, as part of its primary
mission, supports the curricula needs of and provides its collection,
related equipment, and the services of a staff to, students, teachers,
and affiliated staff of an elementary, secondary, or combined school.

] This entity may be alternately called a library, media center, in-
structional materials center, learning resource center, or combination
thereof. School libraries/media, centers may be categorized according
to the type of school served (see SCHOOL for these distinctions). See
also LEARNING RESOURCE CENTER. '

_ SCHOOL LIBRARY/MEDIA CENTER TARGET GROUP: Students, classroom teachers,
¥ and other employees and affiliates of the school whom the library is
- intended to serve. Categories and descriptors of population which are

* appropriate fgr library managers to consider include:

: 1. Pupils: Students receiving formal instruction at the school of which
, the library is a part. Descriptors appropriate $o this category
include: . ) : y

e Age

e Handicap category ' : N

™~ e Language proficiency

o Disadvantage status

e Migrant
Learniqg disability

o Gifted or talented

2. Classroom teachers: Teachers for portions of schoolwork of self-
contained classes, performing professional activities in guiding
and directing the learning experience of pupils in an instructional
situation in a particular classroom or classrooms. This category

- should not include administrators, supervisors, consultants, coun-
selors, librarians, or itinerant teachers. The status (full- or
part-time) ahd the discipline and level of instruction provided are
.oropriate descriptors of this category. (22)*

3. Other target group: Include here all employees or affiliates of the
school eligible for library services and not specified above.

-« SCHOOL LIBRARY/MEDIA CENTER USER GROUP: Those persons,’ either within the
library's target group, or other, who.actually -utilize the resources
or services of the library. Types of school ‘1brary/med1a center user

+ groups correspond to target group descriptors and may also include
additional descriptors for nontarget group users. °

N - ¥ . 262
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SCHOOL PERMISSIVE ATTENDANCE AGE SPAN: The oungest and oldest ages at
which children, youths, and adults normally are allowed to attend
school. (22)* See also SCHOOL COMPULSORY ATTENDANCE AGE SPAN.

SCHOOL REPORTING-UNIT STRUCTURE: The type of organizationa] unit oper-
ating the reporting library and possibly other library/media center
units as.well. 9ypes of reporting-unit structures include: (22)

1. State Department of Education: The state agency exercising leader-
ship, service, and regulation responsibilities in regard to ele-
mentary and secondary public education and such other aspects of

. _education in the state as 1ie within the legal authority. The term.
"State Department of Education" is often used interchangeably with
the term "State Education Agency," and in this connection includes
the State Board of Education, the chief state school-officers, and
their staffs. (22) -

2. Other State Education Agency: An organization other than the State
" Departmemt of Education, established by law for carrying out a
specified part of the educational responsibilities’of the state.
For example, some states establish a separate organization to ad-
minister higher education. (22)

3. Intermediate administrative unit: An administrative unit smaller
than the state which exists primarily to provide consultative,
_ advisory, administration, or statistical services to local basic-
~administrative units. This includes intermediate administrative -
units referred to as county intermediate units .or supervisory.
unions, regional educational units, educational cooperative service
units, and boards of cooperative education services. (22)

4. Local public school system: An’ administrative unit at the local

,ievei which exists primarily to operate schpols or. to contract for
chools services (also known as a local education agency [LEA]).

Public school systems include common, city, independent conso]i—
dated union community, town, township, jointure, and county-unit =
school districts; they inc]ude‘districts operating single schools, °
e.g., area schools for vocational or special education opengted by
separate boards of egducation. For reporting purpgses, a system of
schools operated by a branch of the Federal government--for children
such as those residing on Indian reservations, or in U.S. Territories,
or for dependents of armed serwices personne]——is reported under
this heading, The local school systemmay be described further,
according to type of organization or according to type of schools
operated. {

5. .Segment of 1oca1 public school system: For examp]e an individua]
school within the Tocal public school system. -

T

6. Nonpub]ic system: For examp]e a system of church- related schoo]s,
including a dioscesan school system. (22) | .

*

7. Othér reporting-unit structure An administrative unit operating a
~ ¢ school other than those described above.

Sy~ . - LG ' | - 26 3 .
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SCHOOL STUDENT COUNTS: The recording amd reporting of student data for
internal and exchange purposes. The following three types of statis-
tics are needed: o ‘ :

. _ . 1. School average daily attendance: The aggregate days attendance of -

y , a given school during a given reportin? period divided by the number
- of days school is in session during this period. Only days on which
the pupils are undex the guidance and direction of teachers should
be considered-as days in session. The reporting period is generally .
a given regular school term. The average daily attendance for groups
( of schools having varying lengths of terms is the sum of the average
daily attendances obtained for the {ndividual schools. (22)

2. School average daily membership: The aggregate days membership of a
given school during a given reporting period divided by the number
of days.school is in session during this period. Only days on which
the pupils are under the guidance and direction of teachers should
be considered as days in session. The reporting period ‘is genérally
a given regular school term. The average daily membership for groups
of schools having varying lengths of terms is the sum of the average

- daily memberships obtained for thé individual schools. For purposes
of obtaining statistical comparability only, pupil-staff ratios in-
volving kindergarten and pre-kindergarten gupils attending a half-

¢ day- session are computed ag,though these students are in membership
: : for a half day. (22) '

3. School grade or year'enrollmént: The number (headcount) of studlents
officially enrolled in each grade or year contained within the .
school. A grade is a designation applied to that portion of the
school's curriculum which represents the work of one regular school

~d&erm. In some situations--often referred to as "ungraded"--grade

: . designations are not used; designations. apprapriate for these situa-

. -_ tions are year 1, year 2, and so forth. '(22)* ' .

ot L SR L o
SCHOOL: .TERM: A prescribed span of time when school is open.and the pupils
' are under the direction and guidance of teachers. The number bf days -
in the term should be reported. (22) " ‘ o .

~ SCHOOL YEAR: The school year s defined as the twelve-month period of time
denoting the beginning and ending for schopl accounting purposes, usually

from July 1 to June 30. (22)' .-

-« !

" SCORE: See Other matefjals format under MATERIALS FORMAT.

SEARCHING AND VEKIFICAL(EN SERVICES: Sée-Matefials acquisition services .
under PROGRAMMATIC ACTIVITIES. . R e e

4

- -

» SEATING CAPACITY: The number of chairs or other seating units a&ai]able
_ within the library area- for ]1bgpry clientele while they use materials.
The number of seats avaYlable, for the librayy us@id should be given for
-« the library asa whole, including:-general reading area seats, lounge
.seats, group study ‘séafs, audioyisual area seats, other materials seats,

* study carrels, study area, seats, typing room seats, séminar room seats
_'a ) i 4 - on . ' . v ) . 261
*
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SEATING CAPACITY. .(continued)

(when available on an open basis), etc Seats at index tables, card

catalog reference tables, and other seating provided for spec1a1 use o
or consultation should not be counted in the total, nor should seats R

in locked rooms not normally open to library patrons, such 3s auditorium

and general meeting room seats., (18)* . .

This category may be divided into carrel seating and other seating:
f ) : =

1. Garrel: A desk available for individual use. Carrels may be .
categorized into:

® Wet carrel: A carrel which is 1eqtr1cally wired for hse of
equipment in order to access n nprin; materials.

® Dry carrel=-A carrel which does not contain electrical agcess
nor butlt-in equipment with which to access nonprint materials
Na

2. Other seating: Include here all other seafing

\

SECRETARIAL/CLERICAL EMPLOYEE: See Office[c]erica] employee under PERSONNEL
- RESOURCE CATEGORIES. .

"SEE ALSO" REFERENCE: See CROSS-REFERENCE.
“SEE" REFERENCE: See CROSS-REFERENCE.

SELECTIVE DISSEMINATION OF INFORMATION (SDI) ACTIVITY: The gathering and .
+distribution of information about a specific topic and to a patticular
~ audience. Typically, SDI is a recurring activity on a regular basis
\\\ - and provided according to.the specific interest or specification (SDI
profile) of the client. Most often SDI is a product of a search of
~machine-readable data base. However, SDI may also be the result of a
literature search of printed indexes and abstracts.

1. Selective dissemination of information (SDI) search Activity re-
Tated to the accessing of bTbliograpﬁTb records on. a particular
topic (as specified by the user's SDI-profile) for purposes of
producing a bibliography for the user. Typically, such searches
are.conducted on a regular and recurring.basis, and thus are
differentiated from a reference transaction.

SELECTLVE DISSEMINATION OF INFORMATION SERVICES: See Enformation services

under PROGRAMMATIC ACTIVITIES. e
M~ SEMESTER: See PREDOMINANT CALENDAR SYSTEM. « E— )
';\ " "SENIOR HIGH QCHOBLt Séé"éebbndar¥k§éhodi under S;HQOL%f - SN
" SERIAw: See.WLs.FORMAT. / P . |
dl " SERIAL SERVIGE: See Print (or printed) materials under MATERIALS FORMAT. 4.
e S T
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\\ . SERIALS ‘CONTROL SERVICES: See Materials organization and control services
under PROGRAMMATIC ACTIVITIES.

% x

SERIALS LIST: See CATALOG.
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SERVICE AREA (OF LIBRARY): See PUBLIC LIBRARY PRIMARY SERVICE AREA.

S~ -

SERVICE AVAILABILITY: The ree tO‘wh{gh services_ of the library are
available to the library's“user group. Several criteria can be employed
in .determining service availability, sush as the number of service out-

- lets available to the library!s user group, the numberh\T service points
provided within a service outﬂex for the library's user groupg & -
graphic distri ion of, - and-distances between, service outl y and s

the hours of vices available %o the library's clientele. The fQllow-
ing types of 1nf tion are a priate for determining service avail- &
ability: )

~
\

1. Public library primary service area

2. Servide outlets: This categorysincludes both the hours in which
service outlets provide the services of its staff to the library's
user group and the number of service outletd available to the
library's target group. See also SERVICE 0 LET.

3. Service points: This cateqory includes both the hours in which the
" service points are staffed and prepared to deliver services to the
library's user group and the number of service points available
within each service outlet. See also SERVICGE POINT.

4. Service availability measure: The number of hours apnually in which
’ ~an individual service p67nt is stajfed and prepared to vide:ser-
vices to the library's user group. Total service availabMity is
calculated by adding the number of service hours provided by @ach
sérvice point maintained by the library (i.e., the sum of individual
— service point availabilities). The average service avai\abi]ity
is calculated by dividing the total service availability of the

library by ‘the qymﬁer of service points maintaingd by the library.

SERVICE EMPLOYEE:- See PERSONNEL RESOURCE CATEEORIES.

SERVICE HOURS: Those hours annually when a library, branch, or bookmobile
_is open and prepared to:render service to its clientele. Total service
hours are determined by adding the ntumber of hours the library is open:
to users, or a bookmobile is in place to provide service to users. (18)*

SERVICE MONTH: See EMPLOYEY COUNTS.

“ SERVICE QUTLET: Any lecation where library materials and services are
made available to the library's clientele. (5) Only those outlets
which are in service at the time of reporting are included.. Both .
number of service outlets and hours open annually should be 1ncluded
Service outlets 1nc1ude . ,

s

Q . //\ EE T »




L

-261-

~ SERVICE OUTLET (continued)

1.

Central library: The single unit library or the 1ibrary where the
principal collections are kept and- handled. Also called the main
library. (5)* A library system may or may not have a central
Tibrary.

Branch library: A satellite library with separate quarters, a basic
collection of books, a regular staffing level, and an established
recurrent schedule, administered by either the central library or
11ibrary headquarters.

Affiliated library: A library housed in the facilities of the parent
organization, and although administered by the parent organization
pf the library, is not under the jurisdiction of the central library
or lTibrary headquarters. Examples of this are law libraries and
medical libraries on academic campuses which may have their own
governance and may not be within the administrative jurisdiction

of the central library; departmental libraries in corporate organi-
zatigns, and so forth. It should be noted that an affiliated library
must meet the specifications of LIBRARY in order to be reported here.

Bookmobile: A truck or van especially equipped to carry books and
other Tibrary materials and serve as a traveling branch library.

(5) A bookmobile stop is. considered to be a unique location at
which the library services are rendered by bookmobile staff or from
the collection of the bodkmobile on a regular and prescheduled basis.
Exclude stops for service to another library or service outlet.

Mediamobile: A truck or van especially designed and operated to
distribute print and audiovisual materials. A mediamobile serves
both as a delivery unit and a branch or satellite library. (5)*
A mediamobile stop is considered to be a unique location at which

~1ibrary services are rendered by the mediamobile staff or from the

collection of the mediamobile on a regular and prescheduled basis.
Exg}ude stops for service to another 1ibrary or service outlet.

Other service outlet: Any other location where library materials
and services are made available to the library's clientele. Thjs
includes classroom collections, depbsit stations, and services
provided to institutions such as a hospital or prison, on a regular
basis. Excluded  from this category are satellite book drops,
books-by-mail services, and other service points which do not
provide a collection of materials nor library service on a regular
basis.

SERVICE POINT: A specific location within a service outlet, at which a
particular service or set of services are provided to the library's
clientele. Typically, service points are staffed with 1ibrary person-
nel responsible for the delivery of this service or set of seryices to
the patron. Examples of sérvice points are circulation desks¢ infor-
mation desks, and reference desks. Both numbers arid hours open (staffed
and prepared to deliver service) should be considered.

" 26
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SEX: Sex is reported in the 1970 census for 100 percent of the population.
For those whose sex was not reported, an assumption was made by the
person's first name. For the remaining cases, sex was assigned through
an allocation procedure.

1. Male

2. Femle

SHELVING CAPACITY: The capacity of a library for storing its collection
resources, expressed by the total number of feet of shelving available
for housing print and nonprint materials and by the total sduare footage
assigned to shelving. Only the shelves in the sections used for shelving
the collections should be counted. Such shelving does not include shelves
for materfials-in-process in technical services areas, staging or sorting
shelves in the circulation areas, shelves serving as bookcases in offices,
and shelves in receiving rooms used for storing transient materials.

1. Linear feet of shelving: The total length, in feet, of the shelving
available for the library materials is determined by adding the
length, in feet, of all of the shelves in the bookstack sections
and in the audiovisual and other materials sections.

2. Assignable square feet. of shelving: The total square footage of
shelving is determined by adding the square feet of all floor space
devoted to shelving, including walkways dividing series of shelves.

SIMULATION MATERIAL: See Three-dimensional materialsunder MATERIALS FORMAT.
SINGLE-CAMPUS INSTITUTION: See ACADEMIC REPORTING-UNIT STRUCTURE.

SINGLE TERM: See PREDOMINANT CALENDAR SYSTEM.

SLIDE: See Projected or magnified material under MATERIALS FORMAT.

SLIDE PROJECTOR OR VIEWER: See: Projecting or magnifying device under
EQUIPMENT TYPES. '

SLIDE VIEWER: See Slig; projector or viewer under EQUIPMENT TYPES.

SOUND RECORDING: See Audiodisc under MATERIALS FORMAT .
SOURCE OF FUNDS: See CURRENT-FUND REVENUE CATEGORIES.

N

~ SPECIAL CATALOG: A list arranged in an established order which records

and describes a set of resources held in the library. Typically,
special catalogs pertain to holdings in a special collection of the

library.

SPECIAL CATALOG TOPIC: See TOPIC OF BIBLIOGRAPHY OR SPECIAL CATALOG.
. ‘ : /
SPECIAL COLLECTION: Se® COLLECTION CATEGORIES.
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SPECIAL EDUCATION SCHOOL FRR HANDICAPPED: See Other scheol under SCHOOL.

SPECIAL LIBRARY: A 1ibrary in .a business firm, association, government
- ~agency, or other organized group, and which does not meet the criteria
. for an academic, public, or school library; or a library which is main-
tained by a parent organization to serve a specialized clientele. Types

of special library include:

1.

[y

Special library serving an institution of postsecondary education:

R speclal Tibrary generally associated with a school or schools of

a college or university. Such a special library is primarily
intended to serve the research and informational needs of faculty,
students, or researchers of that school. Such special libraries
include medical school or health sciences libraries, law School®
libraries, physical sciences libraries, and theology school libraries.

Special library Wn'%he_private sector: A special library associated
with a profit or private nonprofit organization. Such a special
library is generally intended to serve the research and informational
needs of employees or affiliates of the organization. These
libraries may be further classified into:

° Spécial library in a trade or professional drganization (including
a_trade union, county bar assocfation, technical society, and so

forth) -

x _
¢ Special library in a commercial or industrial organization (in-

cluding research and development, marketing, or production
organizations)

® Special library in a business or service organization (including
banks, hospitals, or Taw firms)

¢ Special library in a partnership (including law partnerships and \
medical practices) ' - :

¢ Other special library in thg private sector

Speciél library maintained by-and serving a government agency: A

- spectal library controlled and funded by a government entity, such

as a Federal, state, or local agency. Typically such a library is
intended to provide for the research and informational needs of the
employees of the particular government agency. However, some 1i-
braries may serve other functions, such as meeting the needs of the
library community in general, the informational needs of the citizens
of the particular jurisdiction, or the information needs of a spe-
cialized group beyond the employees of the agency (e.g., national
1ibrariesg. Further refinement of this category may be:

o National library: Specifically, this catégory includes the Lfbrary\

of Congress, the National Agricultural Library, and the National
Library of Medicine. M)\
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SPECIAL LIBRARY (continued)

3. Special library maintained by and serving a government agency (continued)

e Special library maintained by and serving a Federal agency (other
than a natfonal Tibrary): A special library funded and operated
by a branch of the United States government.

e Special library mainfqined<py and serving a state gpvernmenq.agehfy:
A special Tibrary funded and operated by a branch of state government.

® Special library maintained by and serving a local government agency:

‘special Tibrary funded and operated by a city, township, municipal,
county, district, or-other similar unit of government.

e Other s ecia]vjjgfﬁgxmmaiﬁtained by and serving a government agency:
K”specT§1ﬁ1Tbrary serving a government agency in a jurisdiction
other than those identified above. ‘ ;

4. Independent special library: A special library which is not a part
of a Targer organization or agency and which may provide specialized
information services to the public, a segment of the public, or to

other libraries.

5. Other special library: A special library not identified nor defined

abdve. ~

SPECIAL LIBRARY REPORTING-UNIT STRUCTURE: The type of structure which com-
prises the institution or agency of which the special library is a part.
Such reporting-uriit structures vary significantly among special libraries
and should be outlined in context of the individual special librery or
group of libraries. Largely the reporting-unit structure should reflect
the degree of autonomy with which the library conducts its operations.
The following two reporting-unit structures‘are presented for special
libraries serving institutions of postsecondary education and for special
libraries in the private sector. 'Other categories of reporting-unit
structure may be equally as useful to the needs of the special library.
For special libraries serving institutions of postsecondary education, .
the following reporting-unit structures are possible: ?\

1. A library administered by the central library of the parent insti- °
tution: A Tibrary which is under the control of thé director of the
university libraries, or other designated administrator of the gen-
eral library of the campus. R T -

2. A library administered by the school, college, or department of
which the reporting Tibrary is a part: A library for which fiscal
and management control is a function of the school, college, or
department directly served by the library.

3. Other reporting-unit structure: A special library serving an insti-
tution of postsecondary education which is administered by other
than the above defined persons or units.
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SPECIAL LIBRARY REPORTING-UNIT STRUCTURE (continued) . -

For special libraries in the private sector, the following reporting—
unit structures are possible: . . ]

1. Single site organization: An organization which conducts its pro- .
grams, services, anH’business at a single location. .

2. Main (home) offices: A library serving the central offices of an
organization which consists of these offices and one or more branch
facilities. The main offices are usually the location of the core,
primary, ar administrative offices for the organization. -

3. Branch office: A library serving a division or branch facility of
- an organization consisting of main (home) officea and one or more
branch facilities. A branch office is considered to be at a dis-
tance from the main (home) offices and for which a relatively stable
admipistration is in place.

4. Division of the main_(home) offices: A division of a corporate body.
which 1s Tocated n the same facilities as the parent organization
(i.e., main offices) but which is separately served by a library
Y of. the division.

5. Joint library: A library that serves two or more independent orga-
nizations. \\

6. Other reporting -unit strutcture

SPECIAL LIBRARY TARGET GROUP: The population which the 1library is interdded
to serve. Typically, target groups of special libraries are best cate-
gorized by employment or zﬁfiliation. Special libraries serving insti-
tutions of postsecondary éducation may best describe the target group
in similar terms of those employed in academic libraries. Special
libraries in the private sector may employ the following descriptors
or some variation_thereof.

1. Security clearance status: A descriptor of the degree to which
members of the target group may access security classified docu-
ments held by the library (if applicable).

2. Employee counts: Employees of the parent organization should be
considered on the basis of their involvement in research or other
activities which require varying levels of library support, and
upon the discipline in which such activities are being conducted.

3. Other target group descriptors

Special libraries maintained by and serving government agencies may
consider the following descriptors or some variation thereof:

1. Government officials: Eiected or appointed officials, Yegisiators,
‘and Judges affiliated with the agency, and for which library ser-
vices are provided. ‘

- - R71
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SPECIAL LIBRARY TARGET GROUP (continued) S,

Employee counts: Employees of the agency should be considered on
the basis o elr involvement in research or other activities
‘which require varying levels of library suppogt, and upon the
discipline in which such activities are conducted.

3. Contractors: Individuals conducting research or other-activities
under contract to the parent organization and who, by virtue of
this contract, may access the services of the library.

4. Other target group ‘descriptors

Independent special libraries and other special librarfes should define
their target groups according to those descriptors which best serve to
determine the f&pes of services, facilities, or resources necessary,
and the resource and service utilization of these groups.

SPECIAL LIBRARY USER GROUP: Those persons, either within the tibrary's
. Etrget group, or other, who actually utilize the resources or services
the library. Types of special rary user groups correspond to
target group descriptors and may also include additional descriptors
for nontarget group users.

SPECIAL USE FACILITY: See(ROOM USE CATEGORIES.
SPECIALIST/LIBRARY PROFESSIONAL: See PERSONNEL RESOURCE CATEGORIES.
STACK: See Study facility under ROOM USE CATEGORIES.

STACK MAINTENARCE SERVICES: See Collection matntenance services under .
PROGRAMMATIC ACTIVITIES.

STANDARD LIBRARY IDENTIFICATION NUMBER: See The American National Stan-
dards Institute Standard Library Identification Number (SLIN) under
D FIERS.

STANDARD METROPOLITAN STATISTICAL AREA: See Address under LIBRARY
IDENTIFIERS

~ STANDING GQDER A genera] direction to a vandor or publisher to supply

future issues of a continuation as issued until otherwise notified.

(1)*

STATE LIBRARY: A library maintained by state funds, which preserves the

state records and provides books for use of state officials, books -
relating to the history of the state, books published by authors living
in the state, and newspapers published in the state. In many states,
the state.library may provide a collection to meet any resident's needs
for books or information.

&S
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STATE LIBRARY AGENCY: The state organization existing to extend and improve
library services in the state. Its functions may include the planning
of statewide public library service, promotion of the development of
these libraries, supervising library provision with a view to improving
services by formulating and enforcing minimum standards; providing a

~ consulting and advjisory service to 1ibrarians, boards of trustees, and

* citizens' groups within the state; administering a state system of
grants-in-aid as well as Federal grants-in-aid go libraries; providing
supplementary services such as interlibrary loan and traveling libraries;
and providng a centralized information and bibliographic service; cen-
tralized cataloging; providing library services to school, clubs, and
individuals where no public library services exist. (12)*

'STEREOGRAPH: See Projected or iagnified material under MATERIALS FORMAT.

STRIP-FILM: See Filmstrip or filmstrip set under MATERIALS FORMAT.

3
., STUDENT ASSISTANT: An employee of an academic library who 1s simultane-
"ously enrolled on a regular basis in the academic institution of which
the reporting library is a part. Typically (although not always) these
employees perform non-technical duties within the library and would be
categorized as office/clerical personnel. Note: Service months of these
employees should be included under the appropriate employee classifica~
tion (e.g., office/c1€rical, etc.).

STUDENT COUNTS: See ACADEMIC STUDENT COUNTS and/or SCHOOL STUDENT COUNTS.

STUDY FACILITY: See ROOM USE CATEGORIES.

SUBJECT HEADING: A word or group of words indicating a subject under
which all material dealing with the same thege is entered in a catalog
or a bibliography, or is arranged in a file. (1)

SUBJECT MATTER: See DISCIPLINE/SUBJECT MATTER.

SUBJE'CT 'SPECIALIST: See Specialist/library professional under PERSONNEL
RESOURCE CATEGORIES. ‘ '

SUBSCRIPTION: The arrangement by which an organization, publisher, or an
agent provides the library with copies of a periodical, newspaper, or
other serial as issuéd. (5)* Include only those subscriptions cur-
rently received by the library. For reporting purposes, the .number of
titles (excluding duplicates) and the number of subscriptions (including
Qyp1icates)\should be counted. - ' .

SUPERINTENDENT OF DOCUMENTS (SuDoc) CLASSIFICATION: See CLASSIFICATION
SYSTEM. \

SUPPORT SERVICES: See Logistical and physica]‘plang_operations under
PROGRAMMATIC ACTIVITIES. .

SUPPORT FACILITY: See ROOM USE CATEGORIES.



! -268-

T

TARGET GROUP: Those persons whom the library by its mission is intended
to serve. See also ACADEMIC LIBRARY TARGET GROUP, PUBLIC LIBRARY
TARGET GROUP, SCHOOL LIBRARY/MEDIA CENTER TARGET GROUP, and/or SPECIAL
LIBRARY TARGET GROUP.

TARGET GROUP IDENTIFIERS/TRAITS: Individual attributes of members of the
target group. See also ACADEMIC LIBRARY TARGET GROUP, PUBLIC LJBRARY
TARGET GROUP, SCHOOL LIBRARY/MEDIA CENTER TARGET GROUP' "and/or SPECIAL

~ LIBRARY TARGET GROUP. Specific identifiers and traits include:
‘ e
1. Individual identification: The name, address, and other identifi-
cation.of the member of the target group.

2. Age
3. Sex
4.‘.Race/ethnic identification

5. Handicap category.

6. Language proficiency

7. Disadvantage status

8. Discipline/subject matter of major interests

9. Educational attainment/level

10. Employment category

II. Family ‘income . .

Theselﬁescriptors should be selected in light of the implications for.

services or service utilization. Thus, for example, age’of the indi-
¢ ~vidual is of only limited significance for academic libraries, while

' among public libraries, age ranges of the target population influence -

both services and service use.

TEACHER: See'gjassroom teacher under SCHOOL LIBRARY/MEDIA CENTER TARGET.
GROUP .

TECHNICAL EMPLOYEE See PERSONNEL RESOURCE CATEGORIES.
TECHNICAL HIGH SCHOOL See Vocational technical high school under SCHOOL

TECHNICAL SERVICES: Sek PROGRAMMATIC ACTIVITIES
TELEVISION RECEIVER See Electronic displpy device under EQUIPMENT TYPES.,

TELEWRITER: See Equ;ronic display device under EQUIPMENT TYPES.
"D ‘ . .
Q ‘ \ . . 2.7‘} .
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" TERMINAL: See Computer tewminal under EQUIPMENT TYPES.
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“THREELDIMENSIONAL MATERIAL: See-MATERIALS FORMAT.
TITLE: See COLLECTION,COUNTS.

TITLES ADDED: The nhmbér of new titles acquired by the library.

TITLES REMOVED: The number of titles (1ast copies) removed from the
collection. “

* TOPIC OF BIBLIOGRAPHY OR SPECIAL-CATALOG: The centra] theme: or subject

¥

. TRANSFER-IN See CURRENT-FUND REVENUE CATEGORIES

‘40 which entries in the bibliography or special catalog apply..

TRADE LIST: See Pub]isher s and book trade Tist under REFERENCE COLLECTIONJ

\TRANSACTION DURATION See Activity measures under PROGRAM MEASURES

&

TRANSFER-OUT‘ See EXPENDITURE CATEGORIES AND TRANSFERS

TRANSPQRENCY See Overhead transparency under MATERIALS fORMAT

‘ ‘}TRAVELING LIBRARY: A small col]ectionnof selected books., or other library

materials-sent by a library for the ‘use of a group or community during
a limited périod. Include here materialse lent for c]assroom collections
and extension classes. (5)*

- TRJMESTER See PREDOMINANT CALENDAR SYSTEM
TUITION AND FEES: See CURRENT FUND REVENUE CATEGORIES. .o ,

TYPICAL MONTH: A typica] month is ameqth in which the central llbrary
and other service outlets are generally open during regular hours for -
the library's clientele, and=in which the library s clientele uti]izes
the library on a normal basis. -, .

"TYPICAL WEEK: A typical week is a week. in which the central, 11brary and -,

other service outlets are open during regular hours fo¥ general users
and which does not. contain any ho]1day (TB) .
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‘UNBOUND PERIODICAL: See Periodical under MATERIALS: FORMAT.
UNCLASSIFIED FACILITY: See ROOM USE CATEGORfES. |

v

UNDERGRADUATE STUDENT: See ACADEMIC STUDENT LEVELSZ

UNRESTRICTED REVENUES: See REVENUE RESTRICTION CATEGORIES.

UPPER DIVISION: See ACADEMIC COURSE LEVELS.

USER DIVISION: See PUBLIC LIBRARY USER UiVISIONSH

USER GROUP: The members of the library .target group and nontarget group
~jaymembers who actually use the resources or services of the library.

&3 User groups are described in the same manner as the appropriate target

‘groups, 1.e., Academic Library Target Group, Public Library Target
Group, Special Library Target Group. ' '

USER INFORMATION AREA: See Study facility under ROOM USE CATEGORIES.
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VERTICAL FILE MATERIAL See Other print material under MATERIALS FORMAT
"
VERTICAL,FILES See Reference collection under COLLECTION CATEGORIES. o -

VIDEODISC: See Electronic display material under MATERIALS FORMAT@

VIDEOPLAYER: See Electronic digpjggfdevice under EQUIPMENT TYPES

VIDEOTAPE: See Electronic display material under MATERIALS FORMAT.

VIDEOTAPE RECORDER: See Electronic displaxAdevice under EQUIPMENT TYPES

VOCATIONAL TECHNICAL HIGH SCHOOL See Secondary schoo]fxnder SCHOOL ,{ _

VOLUME: For reporting purposes, a volume is a physical Unit of any printed,
typewritten, handwritten, mimeographed, .or processed work, contained
in one binding or portfolio, hardbound or paperbound which has been
cataloged, classified, and made ready for use. (5, 18, 18, 20) See
also Physical unit under COLLECTION COUNTS. ~ . )

'
he L

VOLUME EQUIVALENCY The equivalent number of vqumes that mi ¢yo. orm R

materials would be if they had been obtained in print. : Volume“gquiva- , ">

lency may also refer to other nonprint materials--e.g., audiorecordings,
etc --where one physical unit is the equivalent of one vo!ume

VOLUNTEER See Contributed Lyolunteer) services under EXPENDITURE £ATE~~

GORIES AND TRANSFERS. , . T
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NEF-CARREL See SEATING CAPACITY

WORK ENVIRONMENT/STAFF MORALE See Performance me&sures under PROGRAM

MEASURES.
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: State Librarian
- . New York Stat? Library
A]banyl NY<,"’ " ’

«
FEDERAL LIBRARY COMMITTEE OF THE'LIBRARYHOﬁ CONGRESS

Representative: James Riley
Executive Secretary
Federal Library Committee of the
Library of Congress .
Washington, DC

PUBLIC'LIBRARY ASSOCIATION

Representative. Ronald Dubberly
Director
Seattle Public Library
Seattle, WA

SPECIAL LIBRARY ASSOCIATION - .
\ ) _

Representatives: Shirley Echelmaﬁ\
- . T . Chief Librarian
' - Chemical Bank Research Library
New York, NY

Scott Kennedy
' Director
f el Physical Science Library
' University of California at Dpavis
" Davis, CA
In addition to the above official membership of this group, the
following individuals participated in meetings of the Project Review

Group and provided major contributions to ﬁhe success of this project:

Susan Crawford Sdandra -K. Paul

Director Member, Executive Committee

Division of Library and Book Industry Study Group, Inc.
Archival Sérvices Darien, CT

American Medical Association
Chicago, IL
¥ e
Mary Jo Lynch . /
Director
0ffice of Research
Américan Library Association
Chicago, IL
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The Federal Representatives Panel

Representatives of Federal agencies involved in the library community

were invited and accepted to serve on the Federal Representatives Panel.
g

These individuals provided basic contributions both to the Handbook and
to\the implementation strategies'fprwarded to thé National Center for
Education Statistics. This panel also whs instrumental in the identifi-
cation of Federal-level information needs as discussed-in this Handbook.
Two meetings of this group, eéch of two-days duration, were. held in
Washington, DC, during\the development of this Handbook. These individuals
are listed below-by agency affiliation and according to title and location

at the time of the project.

ARMY LIBRARY

Rgpresentative: Mary L. Shaffer
Director S
Army Library
Washington, DC

DEPARTMENT OF COMMERCE

Representative: William F. Lofquist

) Commodity and Industry Specialist
Industry and Trade Administration
Department of Commérce
Washington, DC

" Alternate Representative: Stanley Bougas
) Directar of the Library
Department of Commerce,
Washington, DC

FEDERAL LIBRARY COMMITTEE OF THE LIBRARY OF CONGRESS

Representative: James Riley
Executive Secretary
Federal Library Committee of the
. Library of Congress ' .
Washington, DC '

A«E?j



LIBRARY OF CONGRESS

Representative:

t

Alternate Representative:

NATIONAL AGRICULTURAL LTBRARY

Representative:
*

NATIONAL CENTER FOR EDUCATION STATISTICS

. &entatives:
w
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Carol Nemeyer

Assistant Librarian of Congress
for Public Education

Library of Congress

Washington, DC

James Riley
Executive Secretary

" Federal Library Committee of the

Library of Congress
Washington, DC.

Gerald Sophar -
Executive Officer

National Agrjcultural Library
Beltsville, MD 2

Nicholas 0Osso
Project Officer
Library Surveys

t?

National Centér for Education Statistics

Washington, DC

Frank Schick
Chief :
Learning Resources Brangh

National Center for-Education Statistics

Washington, DC

NATIONAL COMMISSION ON LIBRARIES AND INFORMATION SCIENCES

Representative:

o

\

NATIONAL LIBRARY OF MEDICINE

Representative:

Alternate Representative:

Alphonse Trezza
Executive Director

National Commission on Libraries and

Information Sciences
Washington, DC

James Barry
Deputy Associate Director for

ﬂ Library Operations

ational Library of Medicine -
Bethesda, MD ¥
Maxine Hanke o
Corrections Lontrol Officer
National Library of Medicine
Bethesda, MD

R85

$
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OFFICE OF LIBRARIES AND LEARNING RESOURCES

Representative:

Alternate Representative:

In addition to the above official membership of this panel,

. Depu

Ray M. Fry

glAssociate Commissioner

Officelof Libraries and Learning Resources
U.S. Office of Education

Washington, DC .

Denny Stephens -

Administrative Librarian -~

State and Publie Library Services Branch
Office of Libraries and Learning Resources
U.S. Office of Education

Washington, DC

the

following individuals participated in meetings of the Federal Representa-

"tives Panel and provided major contributions to the success cﬁgthe project:

Paul B. Lagueux

Information Systems Specia]ist
Council on Library Resources
Washington, DC

Vernon E. Palmour. °
Senior Vice President
King Research, Inc.
Rockville, MD

s

Ruth Smith

Chairman-Elect

Library Management. Division
Special Libranries Associa%ion
Institute for Defense Analysis
Arlington, VA
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© Special Librarians Task Force

Representatives from statistical interests in the special library

community were invited and agreed to serve on the Special Librarians,
L - ¢ ¢ _ C
Task Force. These individuals identified data elements and termihology

appropr1afesﬁo the sbecdal 13brary community and contributed significantly
to the special 11bri{y component .of the Handbook The Special Librarians
“Task Force met for one two- ~-day meeting in 80ulder Colorado; during the
course of the ﬂgggpggg_development. These persgns areﬁ]isted according

k

to affi]iation;‘locatioh,-and title St the time o the project.

AMERLCAN ASSOCIATION OF LAW LIBRARIES

Representative: ) Alfred Lewis :

: - AALL Statistics Coordinator

Law Library
© University bf Ca]1f0rnia at Davis
~ Davis, CA

\ . ) x
MEDICAL LIBRARY ASSOCIATION SURVEYS AND STATISTICS COMMITTEE .
Represeﬁtative: ] Peter Stangl’
: ‘ Chairman

Surveys and Statistics Committee
Lane Medical Library

Stanford University Medical Center
Stanford CA

-

NATIONAL LIBRARY OF MEDICINE /

r
>

Maxine Hanke

Correctiops Control Officer
National®jibrary of Medicine
Bethesda, MD 20014

Representative:

SPECIAL LIBRARIES ASSOCIATION .- | .

Representatives: Zoe Cosgrove
o7 Library Specialist '
.y : . Office of Ingtutitonal Studies
‘ University of Southern California .
([ Los Angeles, CA .
<
287
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SPECIAL LIBRARIES ASSOCIATION (continued). . : ﬁ o
Representatives : Mary Frances Hoban L

Manager of Professional Development
. : Spec?al Libraries Association !
New Yqrk, NY
S 1
Ruth Smith- = !
Chairman-Elect
Library Management Division
Special Libraries Association . ™
Institute for Defense Analysis
: ﬁrlington, VA .

D\ :
S
?
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N ) * _
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Initial Project Advisory Group

In addition to fhé advisors specifically invited to serve on the
above groups, the following individuals were;nembers of the Prbject
Advisory‘Group for the Ltbrary Statistical Data Base Project (funded by
the Office of Lihrartes and‘Learning’Resources, Office of Educatién, and
The Western touncil of State libraries) upoﬁ which the Handbook is funda- )
mentally based. This dgroup metlfor three two-day meetings during the
course of the ddta-baée development in Nasﬁington, 0C, Denver, Colorado,

, . :
and Boulder, Colorado. Thesd_persons are listed according to title and

lgocation at the time of-the project.

v

Robert Burns - Donald Simpson '
Librarian for Research and ! Director » :

Aevelopment ' ~ Bibliographical Center for
Colorado State University Research ’
Fort Collins, €O : Denver, CO ’
Anne Marie Falsone o Barbara Slanker .
Deputy State Librarian ' . Director
Colorado State lLibrary Office for Research
Denver, CO ' American Library Association

7 Chicago, IL

Harold Olsen '
Associate Librarian Duane Webster
~Oberlin College . - " Director d
Oberlin, OH : Association of Research Libraries

Washington, DC
Other members of this group, whoAare current{¥ serving as.advisons
and listed on+above groups include Ronald Ddbberlyi Katherine Emerson,
Vernon Palmour, and Frank Sqﬁick. |

In addition to the above.formal membership of this group, the follow-

ing individuals participaéed in meetings of the Initial Project Advisory N

Group. ‘ ‘ ; . Lo
Scot.t Bruntjen ‘ Frantis Corrigan
Associate Professor and \ Executive Director of the

Head of Public Services ' Fducation Data Acquisition Council
Shippensburg State College National Center for Education
Shipp%nsburg, PA Statistics

Washington, DC

{ .- | 23{9&) ¥ :l. - N



Henry Drennen,

Senior Program Officer

Library- Research and
Demonstration Branch

Office of Libraries and
Learning Resources

Washington, DC

1Wil]is M. Hubbard
Director

Hugh Stephens Library
Stephens College - f
Columbia, MO

Nicholas 0Osso

Project Officer

Library Surveys hd

National Center .for Education
Statistics

Washington, DC .

FAlN

o
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Karl Pearson. . '
Assistant Director

California Library Authority for

Systems and Services
San Jose, CA

Ivan Seibeﬁt

Chief N

"—4‘“

Federal/State Coordination Branch
Division of Statistical Services

National Cénter for ‘Education
Qtatistics
Washington, DQ

Rolf Wulfsberg
Acting Director
Division of Postsecondary and-

Vocational- Education Statistics

. National Center for fducation

Statistics o
Washington, DC

~

i v
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Consultants and fonsultants Panel,

U

During the course of the Handbook  project, the following individual

%grved as a consultant and a visiting scholar to the Library Handbook
- \ : T LY .

Project and contributed significantly to the overall outcomes of the
, project: -
. - 5 7
Scett Bruntjen '
Associate Professor and \

Head of Public Services 1
Shippensburg State College

Shippensburg, PA . . -~
' /

' : . 7 o
The following individuals participated in a two-day meeting examining
" performance measures and evaluation, held in Denver, Colorado, during the

development ofethe Library Statistical Data Base. This. group provided _ ~

4

«®

basic input to many of the components employed in this Handbook.

Indi-

viduals are listed according te location and title at the time of the

meeting.

E1len 0. Altman
Professor

Graduate Library School
Indiana University
Bloomington, -IN

Michael K. Buckland

Dean -

tiniversity of California
School of Librarianship
Berkeley, CA

Richard DeGennaro

Director of Libraries
University of Pennsylvania
Philadelphia, PA

Other participants in this peeting included Harold Olsen andxgobegf

" Burns.

\

Pgul Kantor
President
TANTALUS, Inc.
Cleveland, OH

Donald W. King
President

King Research, Ipc.
Rockville,/MD

R

Harriet Rebuldela
Head i
Acquisitions Department
University of Colorado Library
Boulder, CO

/

-~
.
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“State-lLevel Review ?
the Colorado State Library Agency and the Colorado Public Library
Guide]ines(anﬁ§tee, along with other public librartans in the state of
Colorado, pdrticipated in a review of the state-level information needs
as employed insthis Handbook. These individuals contributed significantly -
to the eoncepts of state reporting requirements and the public library
'compoheni as outlined in this Hénﬂpook. These individuals are listed
dccdrding to tiLle_¢hd location at the time of the_project,
Linda Amagala . Roger DeVries
Assistant Librarian Trustee
Montrose Regional bibrary \ Douglas -County Public lerary ’
Montrose, CO _ ' Parker’, CO
Ronald L. Bausch | “ .. Doris Ellis
Director ‘ - Irustee : .
. Garfield County Public L1brary L Delta County Public Library -
New (d%t]o o o Hotchkiss, CO
4 <
Esther Beamer ) Anne Marie Falsbne
frusteo _ Deputy State Librarian
Pitkin County Library ' - Colorado State Library
Aspen, €O a - Denver, CO -
{lizabothih. Bowers N Donald Gaylord . C L
~ Director . . Trustee
Weld County l1brary . Pueblo Regional Library District
Greeley, CO» _ ' Puebld,« CQ
Lvelyn Brewster ) Marcelee hralapp
Consultant, Director /
Public Libraries ~ Boulder Public Library
Golorado State Library ., Boulder, 30 i
Denver, CO : o
' Barbara Hanzas ; s
Andrith Davis . Director ‘
Director Woodruff Memorial lerary

Rocky Ford Public llbrdry . La Junta, CO

Rocky Ford, CO \
Florence Kirwin

Kenﬁgfh E. Dowlin . 5 Director
Director & . A Pitkin County l_~)rary
Pikes Peak Regional Library - ~° Aspen, CO

District :

Colorado Spr<ings, CO N
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William A. Knott .
Director

Jefferson County Public Library
Golden, CO

Harriet Lute -

Director

Englewood Public Library
Englewood, CO

Nick Law

Networking Consultant
Colorado State Library
Denver, CO

John Rickert

Management Analyst

Division of Management Servicés _
Department of Administration
State of Colorado

Denver, CO *

Robert W. Roehr

Director

Pueblo Regional Library District
Pueblo, CO

-287-

\

Henry G. Shearouse, Jr.

City Librarian and Director,
Public Services

Denver Public Library

Denver, CO

Marcene Straub

Trustee

Limon Meforial Library '
Limn, CO ’ ”
Margorie Tharp - -
Librarian

Alamosa Southern Peaks Publ4c Library
Alamasa, CO p

‘-

. George Van Camp

Director ' :
Mesa County Public Ltbrary
Grand Junction, CO

Evelyn W. Vratil y

Librarian .
Limon.Memorial Library
Limon, CO
L
i
&
)
&
. )
N
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* Reference Component Evaluation )
The following individuals responded fd an evaluation of the reference

termind]ogy and conqep%s employed in the Handbook. Individuals were

members of the Aﬁerjcan'Libqary Associatiop Statistics for Reference

Committee at the time of the evaluation. These individuals are listed

. : Y
according to title and locatioh at the time of the evaluation.

/
Nancy W. Bush . Candace D. Morgan
Head . : Assistant Administrator for
Department of Educational Media Public Services
Auburn- University . Oregon Sta‘s Library
Auburn, Al . SaJem OR
Louise P. Kreger Eugene T. Nee]y
Head of Adult Services ) (00rd1nator of Public Serv1cos
Westport Public Library University Library
westport,_CT > University of Missouri
o Kansas City, MO
John Mielke
Coordinator of Referénce Services Anthony G. Yaq§us
. State University of New York Head -
at Albany (Library) ) Reference Department aﬂh
Albany, NY ° Special Collections
o - Stark County District Library
Bruce Miller : Canton, OH
Administrative Assistant - \
Northwestern University Libraries ’
Evanston, IL
’
3
‘ L
‘ z
S
)
2‘91 \ i
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Academic Library Pilot Test

The fo\Towiﬁg 1n61v1duals conducted a pildt test of the academic
component of the Library Statistical Data Base, which ﬁas been- incor-
porated into the Handbook. In addifion\to the individuals named, Scott
Brunijen acted as project director for the pilot test. Iﬁdividua]s'a;e

Iisted.according to location and title at the time of the test

Robert S. Bravard
Library Director

Lock Haven State College
Lock Haven, PA

M. Martha< Donahue
Head of Public Services

Mansfield State College \
,Mmmfhﬂg,PA .
Russell J. Etmele .
Library Director
Last Stroudsburg State College . -

East Stroudsburg, PA

r‘\

William L. Lafranchi

Library Director

Indiana Udiversity. of Pennsylvania
Indtana, PA

N
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Critiquers, and Evaluators’
.

In addition to members of specific groups associated with the
Handbook development, and listed above, the following individuals pro--
vided significant contributions to the outcomes of this project.' These
persons evaluated drafts of the Handbook or the Commefhtary to the Library
Statistical Data Base Indiv1dualq are listed accordinq to title and

2 L J

ﬁIO(ation at the tlme of the pr01ect

Ann Allan S Miriam Drake
Chairman ° Assistant Director ;
Conmittee on the Standdrd1zat10n ~ Administrative Services
: of Statistical Gathering and - Purdue University
« Reporting West Lafayette, IN
University of Akron ) - O ¢
Akron, OH John tdens
, ) ( Assistant Director of Libraries
Doris Anne Bradley University of Georgia llbraries
Serials Catalog Librarian Athens, GA
’ Umiversity of North Cdrollna
' Charlotte, NC _ Gertrude Foreman
. Reference Librarian
Doris Brown , : Bio-Medical Library
Associate Birector . . University of Minnesota
Technical Services Minneapolis, MN
DePaul University : ) , -
Chicago, IL " F. W. Lancaster
Professor of Library Science
Yvonne Carter University of Il1linois
« tdutation Program Specialist * Urbana, IL
School Media Resources Branch _
4 Office of Libraries and Léérning ' James Y. Liesener
Resources Professor ' :
Washington, DC . College of Libhrary and Information
' _ ; Science
Patricia Coulter University of Mdryland
Education Research Specialist . College Park, MD.
Division of Information Resources '
National Institute of Education Nancy Lorenzi
Washington, DC Director
: - Medical Center Libraries
John P. Dessauer | University of Cincinnati Medical &
Managing Agent ‘ Center
Book Industry Study Group, Inc. Cincinnati, OH
Darien, CT ' ' '

Bernice McKibben
Assistant Professor
University of Oklahoma
“ -y . { Library School
' ' Norman, QK

Q . . . . . . ().‘
ERIC. - ) . o
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.Joan Maier - . ﬁoug Schmidt
Director of the Library Librarian
Oceanic and Atmospheric Minnesota Department of Health
Administration Minneapolis, MN
Boulder, CO
JoAn Segal
Lleanor Montague _ Resource Sharing Program Manager
University Librarian . _ " .Bibliographic Center for Research .
University of California Denver, CO
Riverside, CA :
Beatrice Simmons ‘
td Myers - Senior Library Program Officer
. Assistant Vice President for’ Office of Libraries and Learn1ng
Student Life and-Development . Resources
St. Cloud State University Washington, DC hy
St. Cloud, MN '
. . Cecily Surace
Lawrence Papier : ' Library Director
Library Research and Demon- Rand Corporation
stration Branch . Santa Monica, CA .
HLW/OE ¢ - ‘
Washington, DC . Louise Sutherland
: - Office of Libraries and Learning
Alan Reese 7 . Resources
Professor . - Washington, DC
. School of Library Science o ' .' y
"2+ case Western Reserve University Erich Welch .
Cleveland, OH . : Rockford School of Medicine o
. Library of Health S(1ences
Galen Rike : Rockford, IL -
Department Yof Library Science '
Ball State University ° Yvonne Wul ff
Muncie, IN Head
Medical Center Library
University of- M1chlgaﬁ.
P . Ann Arbor, MI

’ .
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r ' Index
. A Aé{ivity Ty
measures, lbl, '3
rate, 111,

Abbreviated cataloging--see Brief catalogipng

Added copy, 117, Is1
Abstracts, 140 ) »

. Added volume,l117, 14
\ Academic . .
calendar, see Predominent calendar system Administrative
coyrse level, 60, 15/ mandgerial, professional, txecutive/,
disadvantage, 60, 145 83, 104, - ry
discipline/subject matter--see Discipline/ fgrvtces and administrative support

subject matter,

faculty--see Research/instruction personnel

learning resource centex—-see Learning
resource center L

minimum admissions requirement--see Minimum Adult seryices (Public library dtvision),
admission requirement 7 ) g

reporting-unit structure, 52, jbuy

services, 96, 241

'Admisﬁions-requirement, Minimum, 62, "4

student age ranges--see Age ranges Affiliated *
student counts, 61, 12T, is0 library, 54, ¢! 'y
student credit-hours, bOy,IHU with a rellqlous group, Private (lYegal
student level,, 61, 121, 160 control), H1, s .
student major program, bl, 121, lso ,
year, Icl--see also Predominant’ calendar Age’ E

system ranges, b9, 121, 181

5 span, School LONDUISOIy attendance, bi
Academic library R k2 i
definition, ..~ span, School permisstve attendance, 63,7,
target qroup, 6Q, [5¢ "
user group, 181, oy
Aides--see Dffice/clerigal employee

- Academic special library--see Special library ,
serving an institution of postsecondary Alaskan native, American Indian or, 59 81,
education * REEY

"AHen,

Allotments--see Current-tund revenue
categorias

Access(ibility)
Collection, 75,
. Dial 113, [so
ility——see Facilities avaiidbility
r ndicap 86, 166 .
Service--see Service availability )

nonresident--see Non-U.S. c1tizen

American National Standards Institute (ANSI)

. . ‘library statistics standard, .129-131
- Accounts . standard library identification number
payable and accrued liabilities, 77; 194 ' . (SLIN), 51, =i o ?

receivable, 77, 1948

*

Accgued liabilities, accounts payable and,

77, 9%
Accur’cy , 238
Acquisition(s)

dounts,

Materials, 115, fb

services, Materfals, 115, 24¢

Activities, Programmatic, 95, 235

Amortization, Depreciation/, !:iy

Analysié. Research and
services, 95, 3n
transaction, 111, 20/

Aperture card, 72, iy

y 4 . -
Appointment, term of (personnel), 83, r»u

Appropriate |
breadth (of col%ection) 18
depth (of collection), .
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Appropriations

gqovernmental, 98, (4!

made by parent organization; 98, 143
Approval plan, 116, 167

Area
_.Assignable--see Assignable square feet
Gross--s@e Gross square feet
of service--see Public library primary
service area

Asian or Pacific lslander, 59, 81, 49
Assets

txpenditures for capital,
definition, 77, !l

100, 195

Assignable square feet
definition, ¢ --see also Gross square feet
of shelving, 87, 26"

Assistant .
Student, 81, 104, r6
Library--see Library tachnician

Associate deqgree, 60,

82, o

Atlas, 73, »rr--see also Map

Attainment, Lducational, 61, 122, [+

Attendance

. age span, School compulsory, 61, oo

' age span, School permissive, 63, o’
$chool average daily, b3,

Apdio
card, 72, 0
. device, 88, o0
Vdisc, 1o, oo
ipage, 72, o
iplayer, 88, ¢
\vegurder, 88, oy
recarding, 12, ey
%ape. 2, nne
ape duplicator, 88, 2.
visudl equipment--see tquipment typex ‘
visual, radio, TV facility, 84 b

Auth?rity file, 116, 183

Automated catalog--see Online computer catalog
]

Automated network catalog record, 117, 170~

se¢ also-Bibliographic utility data base
Availability
Collection, 4%,
Equﬁpnwnt, 1]y, a2
Facility, 87, .o
Service, 54,

‘ Vs

B

Baccalaureate college, Academic
in a general, 49, lox

brary

Balagce,

Bachelor's deqree, 60
Fund, 77,
8ibliographic

L B2, s
119, 120 /
data base, JJ4

data base literature s
. service center, Partic
5, 1w

uttlity, Participat
Bitbliography

definition, 112, /éi)

Lopic of, 12, 6w

rch, 111, a8
pation in a,

n in a, 9. 140

Binding and rebinding, 118, !*~
Black, nonhispahic, 99, 81, &)
Blanket purchasé order, 114, ¢

Blind, Deaf-, %9, 82, ri--see also Visually

handicapped
Board, Library, 52, ™
Bonds and mortyages payable, notes, 77, .J%
Book

catalog, 117, [ed

definition, 72, 114, 115, »

trade list, Publishers and,

i

value, Collection, N, 104

ookmobile, 54, “t!--see also Mediamobile

lookmobile stop, %4, "¢
r

ookstock, .o

florough control, County or, 51, "4
Bhrrowing .
Bulk, 113, ¢~
due from or to other funds Interfund,
77, a4

1113,

request (interlibrary loanj, DoK

Bodnd periodical, 72, s

Bralille material, 74, &4

l1blaly 54, o
office (special library reporting-unit
structure), %2, !y



Breadth

Collectich, 74,75,

178

Appropriate (9! collection), 74,

Brief cataloging, |

17, 170

BudgatZry tontrol, 127,

176

Building 1dent1fiers/charactaristics. 86

see alsq Plant

" Bulk

borro&ing. 13, 1387

lending, 114, 187

Business

165':’

or service orqanization, Special Iibrary 1n

283

workers. Professional or, 62,

Calendar system, Predominant,
. NN

Capacify
Facilities, 87
Seating, 87, 254

Shelving, 87, 262

Campus
Branch, 52, !59

institution, Single-,

in a multi-campus system, 52,
Parent institution/main,

Capital'equiphent 188

Capital expenditures——see Expenditures for

capita1 assets
&
Card
Aperture, 72, 219
Audio-, 72, 220
catalog, 117, 163

ov¥ card copy, Librafy of Congress, 117,

Qrder, 115, 257

) Carrel, 87, 253

Cash, 77, 133

Catalog
~defipition, 117,

s,
1nformation transaction, 111,

’

56, o382

159
159

~ Capital assets, Expenditures for, 100,

208

6 -

Catalo -cohtinued

Public,-75, 244 °
record, 117, 118 4149

record, autgmated network eatalog. 17, Mo

Special, 112, 362
type, 117, i6

Cataloging . ’

activity, 116, 169
Brief, 117, 170

Derived, 117, i69 .
~in-Publicationy 117, 170

Original, 116, 169
Services, 96, 240

Census date, 59, 121, 171

Center ST

Listening, 88, L/
Learning resource, 54, 2/
Participation in a biblioqraphic service,
55, 179
Paggicipation in a centralized processing,
v 130,

Central

adminlstxatlon. expendvtuves made by a,
99, "195 '
library, 54, 2¢1

office (Academic reporting-unit structure),

52, 159--see also Main (home) office

_ Centralized processing center, Participation

1958

170

maintenante and qroduction services. 96,

s 240

National Unign, 117, 17¢
or union 1ist cooperative project, Par-
ticipation in a union,

t

55, i80

F

.ina, 55, 40

»

Certificate or diploma, 60, 82, ¢ <

Charge--see Circulation transaction and
Gemerated tncome '

Chart, 73, 222
Children's services, 247 7 5

Circulation -

definition, .

services, 75, 95, 113, 3¢

throughi interlibrary Ioan-usee Interlibrary
loan transaction

through intralibrary loan--see Intralibrary
loan

transaction, 74, 75, 113, 1*:

transaction, Equipment, 113, ;i)

transaction, Reserve, 113, ;2

City control--see Municipality (including
township and city) control

Claim, !°C

Classification

revision--see Reclassification,

system, 118,172 " *
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Classified collection, 71, I3
Classroom
facility, 86, 108, 252
teacher, 63, £56 ’

Clearance status, Security, 64, B4, o285

‘Clerical employee, Office/, £3, 104, 231

.~

P

Olientele--see User group

Collection .

accessibility, 75, 127

availability, 75, 17/

book value, 71, 173

breadth, 74, 75, '8

breadth, Appropriate, 74, v

categories, 71, 1.3

Classified, 71, 13

counts, 71, .16 L

depth, 74, 176 -

depth, Appropriate, /4, ![/d

development services, 55, 95, 114, 39

expenditures--see Collection resaurce
expenditures

General library, 71, 75, 114, (73

Leased, 12 o h

Literature search of, 111, 208

ma intenance services, 96, 118, 1

Nonprint, 71, 174 .

Off-site storage, 71, 75, 114, ;.4

preservation--see Preservation

Reference, 71, 112, 72

relevancy, 74, I'#

Rental, 241 ]

Reserve, 71, 1

resources, 71, 75,

resources expenditures, 99, a5

5
Vl‘

resources maintenance activity, 118, 1.’

ZX'resources maintenance services, 96, 118,
Special, 71, 71
utilization, 75, !’

Colleg
Acg ®mic library in a comprehensive, 49,
S MAPS

Aicademic library in a general baccalaur-
eate, 49, (548
i?tadem+c library in a two-year, 49, 04
eargy completed (education attainment)
61y 188
Combined

authority list or file, 116 163

elementary-secondary schoq], 50, 284

Commercial or industrial organization,
library in, 50, 1263

Community college--see two—yif? college

Special

|l? '1 .A‘

~

Community referral -
services--see-Referral services
transaction, 111, 20/

-

Cdmpensation, 83, 84, iy4

-

Competence, Staff, 127, ;34

Comprehgnsive college, Academic 1ibrary in,
49, 15/

Compulsory aftendance age span, School,
63, 255 . .

Computer
catalog, Online, 117, I68
device, 88, 108, 1%
-input/output device, 88, I91
material, 72, 200
printout, 72, 220
terminal, 88, !91

Condition code (building/facility), 86, Ild¢

Conditions of emgloyment, 83, "
Consortium, netwark and/or cooperative
endeavor, S5, !9

Construction, Year of (building/facilitx),
86, !0

Contact lnformation, T, o208

Contract(s),
Government grants and, 98, isr
Private gifts, grants, and, 98, jx»

Contractors, 64, 123, 4o

Contributed
materials, 40
(volunteer) services, 84, 99, 104,
Jdo

Contributions--see Private gifts,
contracts g

/ Control

I~

Budgetary, ]27, N

Legal, 51, =13
Materials organization and, 55, M40 Y
service, Serials, 96, i4U P N

{H--see Al also

Conversion, Materials, 118,
Reclassification
Cooperating library, 55, 40

.
™ 4

grants, and
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Cdopcration--seo Consortium, hetwork, and/or
cooperatiye endeavor

-

Cooperative .

activltimuclmuon in local, 55, 179

activiti ‘ti¢ipation in regional or
intradtate, 55, 1.9

endeavor, Consortyum, network, and/or, 55,
179

project, Participation in a union catalog
or union 11st, 58, !7y

Coordinative and leadership activities, 96,
40 '
A
Copy, Added, 117, 14!

Copy cataloging--see Derived catéloging
Copier/duplicator, Printer/, 89, 23

Corporate name of parent organization’or
sponsor, 51, 214

Cost(s)
Estimated building/facility reﬁ\acement,
86, ¢ -
Labor, 111, 234
Program expenditqres, direct, 99, 124

Course level, Academic, 690, !4/ ;

Counts . -
Academic student, 61, 121, js0

¥  Collection, 71, .4 .
tmployee, 61, 63, 121, (84
Full-time equivalent, 81, 104, 108, !a¥
Head, 59, 81, 84, 104, 105, 118, 121, 122,

123, '8a

Materials acquisition, 115, s
School student, 63, Iy

County or borough control, 51, .3

“ Credit hours, Academic student, 60, .6¢
Cross-reference, .3!

Cultural
disadvantage, 60, 195
educational, and information services,
95, 235
events program, 95, 3/
recreational, and educational services,
95, 112, 236

Cdrrent-fund y
balance, 77, 39
expenditures for capital assets, 100, 196
revenug categories, 98,7119, 181
source/use format, 101, 143

£

A

D

Daily attendanca, School average, 63, 58

faily membership, School aveérage, 63, “id

.Data base.

definition, 112, 184
literature search, Bibliographig, 111, 208

Day, School, 56, 246

ability -

Deaf-blind, 59, 82, 203--see also Visually
handicapped

Debt service, 44

Deferred i
charges, Pregaid expenses and, 17, 194
revenues ¢ 77; P9

Degree--see tducational attainment and Highest
degree offered/obtained

Delivery services, Interlibrary, 95, 23v
Deposits, 17, 149 /
Depreciation/amortization, [34
Derived cataloging

definition, 117, Iy
‘Sources of, 117, 1o . y

Dépth, Collection

definition, /4, 17¢
Appropriate, 74, .4
Development services, Collection, 95, 114, 23y
De;ices——§gg_fqu1pment types
Dewey decimal classification, 116, Sy
Dia] access, 113, }Hb
Disadvantage status, 60, 121, 14y
District control, School, 51, 213
Diorama, 73, 2a°
Diploma, Certificate or, 60, 82, 204
Direct costs, Program expenditures, 99, .44

Directional transaction, 111, 200 b
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Disc
Audlo-, 72, '
Video-, 73, !

Discharge--see Circulation transaction

Discipline/subject matter, 60, 61, 63, 74,
121, 122, 123, 14

Display device, Electronic, 88, 108, 121
Display materiaf. tlectronic, 13, *1I

Dissemination of in(ormation; Selective
activity, 112, 259
services, 95, o368

Distribution services
Equipment, 9%, 34
Media, 95, 2J3¥
Resource, 95, &7

Division
Graduate/professional, 60, .»~
Lower, 60, (&7 o
Public Vibrary user, <
Upper, 60, .

- Doctoral degree, 60, 82, °.0

Doctoral-granting institution, Academic

library in a major, 49, o’
Dollar amount, /7, .44

Dollar equivalency, 77, 84, D¢

Dolldr equivalency of cgntributed (volunteer)

services--see tontributed (volunteer)
services
1]
Domes tic. nongovernment publication, 75, 99,

;o

1y, i
Donated

materfal--see Contributed material

services--see Contributed (vounteer)

services
i »

Dry-carrel, 87, 59

Duplicator
Audiotape, 88, 12!
Printer/copier, 89, Y3

Duration, Transaction, 111, 233

<

Economic d&sadvantage, 60, 145

Education programs, General, 95, 236

Fducational attainment. 61, 82, 122, 18—

-

»

~

Educational services, Cultural, recreational,

and, 9%, 112, 234
Effectiveness--see Performance measures

tlectronic display
device, 88, 108, !v]
materigl, 73, 21

Elementary
school, 49, o4
school years completed (educational
attainment), 61, 187 ~
-secondary school;, Combined, 50, =&

tmployee(s) .
competence--see Staff competence
counts, 61 121, .38,

63
definition, 188, see also Personnel
resqurce ca?equTes
Exempt, 99, i3
morale--see Work envtronment/staff
morale
Nonexempt , 99, ’¢
flesearch/instruction, 61 121, 120, 1.3,

time--see Person time

£mployment categories
of adult population, 62, 122, "¢
of 1ibrary personnel--see Personnel
resource categories

tmployment, Personnel conditions of, ®3, =&

tndowment
and simtlar fund balance, 77, 1o
income, 98, s

Enq\ish. proficiency with, 5§. s

Enrollmenf. Sch06| grade or year, 63, 1.2,

Entrance requirement--see Minimum admissions

requirement

¥
tntry, 112,
Environment, 48-56--see also Work tnviron-
ment/staff morale N '
Equipment '

availability, 88, v

circulation transaction, 113, I#2
distribution services, 95, "3
identifiers, 87, 108, .%2
noncapital, 99. 194

cownership status, 87, !5V

rental, 87

types, 88, 108, 120,

|
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tquivalent (-cles) fees--see Generated income and Tuition and
counts, Full-time, 81, 104, 108, 198 Fees
. } Qollar, 77..84, 105, :4¢ r -
Yolume, 71, £°? : . Feet _
: Assignabls square, 86, 108, 4
Cstimated building/facility replacement cost, Gross square, 86, 201I-
86, g N . of shelving, Assignable square, 8/, s
, of shelvtng, Linear, 87, a0 ' , i
Lthnic [jenti(ication. Race/, 121, 24 .
- Fiche
Events programs, Cultural, 95, .03 catalog, 117, idd '
_ o definition--see Microfiche ° ?
Lx¢hange :
and delivery services, Interinstitutional, Fiction, 19/
95, 1183, 239
Gifts and, 201 File
Authority, 116, 163
txeutive/administrative/managertd! profes- material, VYertical, 72, »1v
sional, 83, 104, 0y _ Reference, 71, ''J

t Vertical, 71, .4
v [xempt eployee, 99, ::g--see also Profes-

sional - Filled (interlibrary loan)
, s barrowing request--see Request filled
tChibit, 73, 112, oo within user speci¥Ted time

lending request, 114, "
Expenditure(s)
categories and transfers, (v4- 198 Hilm--see Motion picture film and Microfilm
Collection resaqurce, 99, 1./o !
(direct costs), Progeam, 99, Iuv4

for capttal assets, 100, !vs Filmstrip
made by a central administration, 99, vy or filmstrip set, 73, oy b
made by another agency, 99, !us projector or viewer, 88, ‘'»
made by the parent organization, 99, Iu:
Extensidn of library services, [0¢ Financial
L management and operations, 96, 43
/ N [ measuyres, 97-102, "33
~ resources, 76-78, Iy ”%,”“’f’“
- 3 .
- Facility(-1es) ¢ First professional degree, 60, " I N

availability, 87, 19~ .

capacity, 87--sagedlso Assignable square
feet and Gross square feet

characteristics, 86, !r:--see also Room
use categories ' o

measures, 107-109, 733

Fiscal period, 56, i177--see also Financial

For-profit, Private control, 51, Zlo

»~

foreign nongovernment publication, 115, -

¢ replacement cost, Estimated building/, 86,
i -
X Format )
resources, 85-89 ‘ Materials, 72-74, 99, 114, 118, >
Fact-finding transaction, 111, n¢e . Original, 114, 29
. DV e
Faculty--see Classroom teacher and Research/ .. Reproduced, 114, =0y
instructfon personnel : _ 4-1-4 plan, 56, 3o >
Family income, 62, 122, 748 ]
Federal - four-year §en10r high school, 254
agency (reporting-unit structure), 52, 244 Fringe benéfits 83 \134

agency, Special library maintained by and

serving a, 50, 964--see also Nationdl Full~text"

A
C;;lsg?rYS‘ 013 , retrieval data base, /a4
1tbrary--see Specfal library maintained by retrieval transaction, 113, no0
and serving a Federal agency -
\
\ »

.“
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<
Full-time dhulvaltnq (FI( counts, (Academic
student), UIUAN
; Full-time aquivnlan( (FTE) counts, (imployee),
81, 104, 108, 48’ - b
Functionally Ifliterata}\bo. MUK
\‘4
Fund(s) ‘
balances, 78, 119, v .
for renewal and replacement, 78, v
for retirement of indebtedness, 78, vy
Restricted, 98, ann
revenue categories, Current, 98, 119, !4;
- Unrestricted, 98, "o A\
4 ,
G

General
) bd(Ld‘dUl@dtO college,
(\, 49 u‘-‘l“
circulation seemices, 4‘ 3
circulati transaction, 113.
cducat 6 program, 94, "J¢
library collection, 71, 75, 11, o
reference collection, Y1, '3
use facility, 87, To8, ..

Generated income,

Agademic tibrary in

9y,
Gifts and exchanges, ' _ ‘

GrEts, grants, and contracts, Private,

Globe, 73, orl-see also Map
tovernment(al)
agency, Spectal library maintained by and
serving a, 50, od, 120, o
appropriations, 94,
grants and contracts, 93,
of ficials, 64, 1.2, o,
publication, 114,
e ey

e,

cr{rol lment , School,

A

Lirade or yedF
"’ Gl‘ddudto

) /professional diviston,

students, bl, 121, o0

60,

Grants and contracts
) Governmental, 98,
; Private qifts, 98, s s .

* Graphic or reproduction devicve, 89, 108, .24

Gross sduare feet, 86

N
+ "y

Group transaction, 1L, 112 »on, oo

W, e

- v -302-
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;l
Handicap(ped)
access (facilfty), 86, 'cd
category, B9, 82, 121, "1
Special edugation school for the, 50,

Headcount , 59, BY, 84, 104, 105, 118, 121,
122, 123, . \
Heddqnartvms( Ltbrary, 04
Health
handicapped, 59, 82, "3
safety, and security services, Y6, i

Hearing handicapped, 59, 82, »03

Hi ﬂuS(hool ”
definttion--see Secondary SLhOO‘

years (onmletvd (educational attainment),

61, o
thahest. degree offered/obtained, o0, "'y
Hispantc, 59, Bl, I+

Holdings--see (ollection resources

13, oy
' : )
Home offices--see Main (home) office

Hologram,

HOuf%
Academic
Information servicé,

studant credit, 60,

1,
Se and, b,

Household workers rvice

l
ISBN--see Internattonal

ISSN--see International standard Serial®

[1literate, functionally, a0,
[ncome
Famly, b, 120, =/
{of library)--see Current-fund revenue
cateqgories
Incomplete high scheol, ¢
retirement of |

[ndebtedness, tunds for

I8, lav
Independent, Nonprofit (Jegal <0ntr01}*
5‘, PN . v
Independent special Tibravy, S0, 64, 381.
te

Uiy

Standard Book Number

Number

Y
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Index, ds¢ . J
. ~
Industrigl organtzation, Special library in Joint

. acquisit{ons--see Materials acquisition

. counts

library, (Academic reporting-unit struc-
ture), 52, 159 .

ligzary. (Special reporting-unit structure),
, 268 \

. {

2 commercial or, 50, 263

Information
area, User, 86, 244
contact, 1V1, 208
Selective dissemination of, b9

service hours, 112, 307
services, 55, 95, 111, 235
service3; Cultural, educational, and, 95,

235 /

Input/qﬁiput device (computer), 88, 19!
Vd

Ihstitution of postsecondary education, Special

1ibrary serving an, 50, 53, '43--see also
Academic library T

Instruction employee, Resedrch/, 61, 63, 64,
121, 122, 123, mr

//> rintellectual dimension (of the collection),

14,
8!

Interbranch logn--see [ntralibrary loan

Interfund torrowing due from and to other
fynds, 77, ‘ud

*
A

H
Interinstitutianal exchange and delivery
serviges, 45, 113, =10

Interlibrary cooperation--see (onsortium,
network, and/or cooperative endeavor

lnterlibrary loan '

borrowing activity, 7%J 113, 20+

definttion, Ioy

lending activity, 1L "os

services, 5%, 95, 4

lnternatioﬁal Stamdard
Book Number (ISBN), 209
Serial Number (ISSN), =ov
Intralibrary Yoan, 113, 209

Intrastate cooperative activities, Partici-
pation in regional or, 55, 1.0 -

Investment(s)
definition, 77, 198
in plant, Net, 78, 199

Issue, 209

Junior college--see Two-year college
Junior high school, 89, 254

Jurtior-senior high school, 49, s

. N

Kit, 74, 125--5eea!§p Eilmstreip or tilmstrip
set
. L.
*

Labor cost, 111, "d4

Laboratory facility, 86, Mg, .

Lag time, 75, 111, "4

1

Language proficiency% 9, 121, i

Leadership activities, Cooédinative and,
96, 4

Leaflet--see Pamphlet . K
Learning resource center, 54, T!H:—qu also ”
School library/media center

Leased collection, i--see vlso Rental
collection ;\

Legal-control, 51, .3 ) .

Lending--see al%o Circulation services
activity, Interlibrary loan, 114, ¢4
Bulk, 114, !a~
request (interlibrary loan), 75, 114, 7

Level
Academic course, 60, o’

Academic student, 61, 121, !s
of research invalvement, 61,, 63, 64, 121,
122, 123, 2528 .

Liabilities, 77, 194
Lialson activities, 96, < . ;

Librarian, 83, 104, 230

A
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tibrary . : M '
Academic, 49, 56, 60-61, 121, 122, 147
Afffliated, 54, 2471 : Machine- .
af¥ncy, State, 52, 244 ' assisted reference services, 95, -J»
assistant--see [ibrary technician - : Jreadable data base--sge Data base
board, 52, 4% . readable data base 1lterature search-¥ee
* Branch, 54, 281 ! Bibliographic data base literature skarch
! Central, 54, »8! : .
- «Lollection, General, 71, 757 114, | 'i--see Magnetic. storagey 72, o:50 O
also Colfection categories T | B .
Cooperating, 55, 180 . Magnified material, Projected or, 73, 271 !
definition, 13 . - .
headquarters, 14 " Magnifying device, Projecting or, 88, 108, 192

- identification number, American National ﬂ* N
' Standards Iastitute Standard, 517 214 Main campus, Parent institution/, 52, 19

tdentifiers, 51, 214 ' ‘
Joint, 52, 54, 150, 2en Main (home) office,-53, 265
location, 51, »:4
/media center, School, 49, %5¢ 62-63, 122, Matn library--see Central library
Do - -0
of Congress card or card copy, 117, 10 Maintenan¢e
- . . of tongress classification, 116, or and production, Cataloﬁ. 96, )
Public, 49, 52, 54, 5%, 61-62, 122-123, 244 Collection, 4!
professional, Specialist/, 83, ~»2 Plant--see Physical plant services
School--see School library/media (enter . services, Collection, 96, 118, nyg:
Specral, 50, 53-54, 55, 63-64, 122, 255 services, Collection resources, 96, 118,
technicran, 83, 104, »xo e
types., 49-50 . services, Stack, 96, o1 i
Linear feet®of shelving, 87, :ar Major doctoral-granting institution, Academic
- library in a, 49, 15>
l LN t. l
Authority file or, 116, 163 . Major program, Academic student, 121, ;a0
cooperative project, Participatdon in a
unron vatalog or union, 5%, 1ue Management services, 96, n4v

Serialg, 117, ox .
Managerial professional, Administrative/

Listening center, 88, 1.0 executive/, 83, 104, 20w

Literature search transaction, 111, e Mandatory transfer-out, 100, .9-

Loan L Manpower resource categories--see Personnel
Intralibrary, 113, oy resource cateqories

services--see (Circulation services : .
services, Interlibrary, 9%, 9%, 113-114, s Manual workers: o/, 4o

local Manuscript, 74, '3
cooperative activities, Participation in, 7
85, I ' ) Map, 73, ror--see also Atlas and Globe
government aqgency, Special- library maintained
by and serving a, 50, "4 Master's degree, 60, 82, ru4
public school system, 53, o) ! ) -
. Material(s)
Location (of library), 51, 14 acquisition counts, 115, & ,
- acquisttion services, 55, 96, 115-116-, 740
Logistical services, 96, i3 \\~ cdnversion, 118, 1. 4--see also Collection
. ‘résources maintenance services
Lower division,, b0, !&.° . - format, 72-74, 99, 114, 115,
©oryanizatipn and control serviwes, 55, 9b,
, 1 - oL 116-118,4 1!
oo Precatal d, 117, 1o -
. s
‘ . T [ .
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Media
center, School library/, 49, 55, 62-63,
122, 254 :
distribution services, 95, 38
mobile, 54, 341
mabile stop, 54, 26!
professional, 83, 103, 3¢
technician, 83, 103, 230

Mentalily handicgpped. 59, 82, 203

Micro- _
fiche, 72, !9 v
s, film, 72, &I
* f1lm catalog, 117, 168
form, 99, 115, 219
form reader gr reader/printer, 88, 00

v

]
Middle school, 49, 54

Mintmum admissions requirement, 60, 62,
Mobile unit--see Bookmobile and Mediamobil
Mock -up, 73, "rC .‘- /

Model, 73, o7 \

Monograph, o
Month

Service, 84, 104, 118, '8

Typical, “&2
Morale, work environment/Staff, 1.7, 734
Mortgages payable, Notes, bonds, and, 77,
Motion picture film, 73, Yo
Motion picture projector, 88, oo
Multi-campus system, Campus in a, 52, !HJ
Multihandicapped, 59, 82, 04 -
Municipality (including township and city)

control, 51, 2.3

<

Music score--see Score

N

Name authority 1ist or Mle, 116, 163
National library, 50, 23
National Union Catalij/'||7. 170

Net assignable area::_gg_Assignable square
feet

-305-

o

e

L

Net investm®nt in plant, 78, 9% - ,

Network .
and cooperatfﬁ% endeavor, Consortium, 65,
HAR
catalog record, Automated, 117, 170
»

New library, 22¢
Newspaper, 72, "9
Noncapital ebuipment. 99, w4

Nontcertificate student, Nondegree/nondiplomé.
61, 121, 160 f

4
7

Noncircula¥ad volumes reshelved, 75, 112, 113, 74

Nondegree/nondiploma/noncertificate student,
61, 121, 160

Nondiploma/noncertificate student, Nondegree/,
6}, 121, 60 .

Nonexempt employee, 99, ! 7--see also Personnel
resource cateqgories

Nonfiction, nne

Nongovernment publication
_domestic, 75, 115, o .
foretiyn, 115, 7

Nonhispanic, black, 59, 81, "1y
Nonhispanic, white, 59, 81, "1

Nonmandatory transfer-out, 100, .74
Nonprint

tollection, 71, 1

materfals, '8

«

Nonprofit, independent (legal control), 51,
'\lx

¢

Nonpublic school system, 53, "5~

Nénresident alien, 8], oid .
Notes, tonds, and mortgages payable, 77, (4
Number of transactions, 111, 233

Mumeric data base, 144
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. Object of exphndibﬂ}p. 9 - Pacific [slander, Asiap or, 59, 249
Obligation--see Liabilities o Page, Audio, 72, 820 |
* Occupational/vocational school--see also Page/stydent assistant/shelver, 83, 104, 231
Vocational-technical school 7 . . Y :
Academic 1ibrary in a multi-program, 49, Pamphlet, 72, 219 . : ¢
158 - . .
- Academic 1ibrary in a single-program, 49, Paraprofessional--see Library technician
158 o
Parent organization )
Off-site storage Appropriations made by, 98, 183
collection, 71, 75, 114, 174 . Corporateq name, of, 51, 314
facility, 87, 253 . Expenditures made by, 99, 19¢
/Institution, 52, 169
Office/clerical employee, 83, 104, 331 Organization sode—-see Organization code
. 4 —
A Office facility, 86, 108, 58 Part-time counts--see Full-time equivalent

) (F®) counts
One-teacher school, 49, 254 : .
Part-time employee, 83, 124
Online computer catalog, 117, &4 , :

: . Partnership, Special library in a, 50, 263
Open stack/}eadtng room, 86, 5d ,

2
. : Patron--see User group
Operating expenditure--see Program expendi- -
~_ tures (direct costs) ’ Payable : _
and accrued liabilities, Accounts, A7,
Operations effectiveness, 127, 234 198 l\\
“Notes, bonds, and’ mortgages, 77, 198
Order ' ’ %" ‘
Blanket purchase, 115, 45 Performance measures, 127, 3¢
card, 115, 27 ‘ ’ .
Purchasé, 115, 4/ Period, Fiscal, 56, (99
Stand{ng, 116, s
, Periodical, 72, 114, 115
Ordeting Xervices, 96, 0 : check-in services--see Serials control
’ services :
Organization ) definition, 714
.and control, Materials, 55, 96, 116-118, o4 ° ,
¢ code (of parent organization), 51, 214 Permissive attendance agd®span, School, 63,
- control--ses Legal control 287 , '
Origingl . N Person-time, 75, 111, o34
catalogind} 316, 169 ' .
format, 114, 100 _ Personnel ’
- -, conditions of employment, 83, o048
Orthopedically handicapped, 59, 82, 203 *  didentifiers/traits, 81, 82, 24
. - measures, 103-106, 233
Outcome measures,.127, 234 .~ resource categories, 83, 104, 229--see also
Employee and Staff -
Qutlet, Service, 54, 2680 services, 96, 243 ,
Qutpit device (computer)/Input, 88, 19! ) Phonodisc--see Audiodisc
Overhead transparency, 73, 221 : Phohograph record--see Audiodisc
ra Ownership status, Equipment, 37, 180 Photographic device, 89, 108, 193




/

- Physical plant operations, 96, 44--see also . Print and prlgﬁ facsimile material, 72, :42
Plant . .
. . Print (or printed) material, 72, 115, 214
Physical processing :
) . definition, 118, 23! . Printer
' services, 96, 241 oo /copier/dupltcator, 89, 24
' Microform reader or reader/, 88, .40
Physical unft, 71, 114,115, s
) Printout, Computer, 72, :Io¢

Pictorial representation, 73, -2 Private

(Legal control), 51, 213

gifts, grants, and contracts, 98, !4&

sector, Special library in a, 50, 53-54, 55,
63, 122, 203 .

Picture projector, Motion, 88, 120 Processing

Picture, 73, 2&¢

Picture film, Motion, 73, 22!

. centar, ‘Participation in a centralized, »5,

Plan, Approval, 116, 160 e
; . Centralized, 140 § R
Planning and program dejelopment, 96, 4 Physical, 118, 81! Y

services, Physical, Y6, “4!
Plant (asset), 77, 1%
Production services, Catalog maintenance and, ’

Plant fund, unexpended, 78, .2 36, 40 N \
Plant maintenance--see Physical plant Productivity, 127, -4
operation
Professional a
Plant, met Jinvestment in, 78, 29 affiliations or appointments, 82,
. and business worker, b2, "4
Plant opefations, Physical, 96, "4 deqree, First, 60, "o
) division, Graduate, 60, ‘u-
Player, Audio, 88, ‘wo Executive/administrative/managerial, 83, 104,
RN
Player, Videotape, 88, .- institution, Academic library in a spe-
cialized or, 49, I :
Pledges receivable, 77, !¢ organization, Special library in a trade
) or, 50, 263 1} -
Policy effectiveness, 127, 254 . Specialist/library, 83,104, o0
Points, dgpvice, S4, A1l : Proficiency, Language, 59, “:=
Postsecondary education, Special library in Profit (legal control), Private for-, bl,
an institution of, 50, 53, 55, 63, 122, PR ) .
~ii--seetalso Academic library o
_ ‘Program(matic) ‘
Precatalogued material, 117, !’» activities, 55, 9%-96, *Jo
Cultural events, 95, &
Predominant calendar system, %, 2307 ‘f development, Planning and, 96, i .
expenditures (direct costs), 99, ‘a4
Prepaid expenses and deferred charges, 77, 98 General education, ‘95, IS¢
. measures, I33-130
’ Preparation and maintenance, Materials--see
Collection resources maintenance Projected or magnified material, 73, “::

services
Projecting or magnifying device, 88, 108, Iy=
Preservation, 118, 1'%
Public catalog, 75, 44
Primary lanquage, 59, !
; Public (legal control), %1, 014
Primary service area, Public library, 54, 61, . -

¢
s

{
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Public library
definition, 49, 52, 55, f4¢
primary service area, 58, 61, 245
repofting-unit structure, 52, 246
target group, 61-62, 244
usar diviston, 247
user group, W2-123, 247

‘ 1

Public\relations and development, 96, 842

Public school system, Local, 53, 257
Public services--see Cultural, educational,
and information services and Resource
distribution services
Publication
Domestic nongovernment, 115, 2!7
Fareign nongovernment, 115, 217
Government, 115, 217
Publisher source, 119
Publishers and book trade list, 240
Pupil, b6
MPurchase order

Blanket, 115, !a5
definftion, 115, 247

Q

Quarter, 56, rsr

R

Race/ethnic tdentification, 59, 81, 121, 49
Radio, TV facility, Audiovisual, 87, 24
Rate, Activity, 111, 234

Reader or reaaer/urinter, Microform, 88, 92

- Readers and research advisory

services, 95, 45
transaction, 111, 206

Reading room, Open stack/, 86, 254
Reading/study room, 86, 253

Ready reference collection.“7l. 173

Realia, 73, 23

Rebinding, Binding and, 118, 177
Recataloging, 117, (70

Receipts--see Current-fund revenue categories

~ -

.Receivable

Acoounts, 77, 198
Pledges, 77, 198

Receiver, Te]evis1on.>88. 192
Reclassfication, 116, [71 - ,
Record, Catafog, 118, 149

Recorder .
Audio-, 88, 190
Videotape, 88, 14!

Récording, Audto-, 72, 220

Recreational, and eduéational services,
Cultural, 95, 112, 236

Reference
collection, 71, 112, 13
entry--see Cross-reference
files, 71, 173 .
seryices--see Information services N
transaction, 111, 205

Referral
services, 95, 236

transaction, 111, 207 -
Rt}énal (1egal control), 51, 213 |
Regional or intrastate coopera£1ve se:zices.
Participation in, 55) 179
-JS

Reimbursed services, 25!

Relevancy, Collection, 74, 1.6

Religious group., Private (legal control),
affiliated with a, 51, =13

Renewa ‘ !

and replacement, funds for, 78, (J¥
transaction, 113, 200

Rental ,
collection, 231 -«
Equipment, 87

14
Replacement .
cost, Estimated bullding/facility, 86, [v6
funds, for renewal and, 78, 199

Reporting-unit structure
Academic, 52, 159
_Public library, 52, 245
School, 53, 257
Special library, 53, I6¢

Reproduced format, 114, 209

Jgl.. ‘

]
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Reproduction device, Graphic.and, 89, !43

Request (intérlibrary loan)
Borrowing, 113, 208
Filled within user spécified time, M,
Filled (lending), 114, 209
Lending, 114, 208
Requirement, Minimum admissions, 60, 62, 224
Research advisory
services, Readers and, 95. 235
transaction, Readers and, 111, 206

Research and analysis
services, 9%, 236
transaction, 111, lo-

Research/instruction employee, 61, 63, 121,
123, rar

Research involvement, Level of, 61, 63, 121,
123 :

Reserve
circulation transaction, 113, ! 2
collection, 71, 1.4
services, 95, "4

Reshelved,
Resource(s) :
categories, Personnel, 82, v
center, Learning, 54, o0
Collection, 71, 114, 1'%
distribution services, 95, 24°
effectiveness, 127, 3¢
Financial, 76-78, 19’
maintenance service, Collection, 96, 14!
sharing--see Consartium, network and/or
cooperative efdefvor '

Restri¢ted funds, 98, o2
Restriction categories, Revenue, 98, 252
Retirement of indebtedness, Funds for, 78, 1J9

Retrieval--see Full-text retrieval transaction

and Search
Revenue

categories, Current-fund, 98, 181

deferred, 77, 99, 199

restriction categories, 98, 252
Revisions, Classification--see Reclassification
Room use categories, 86, o5&

Rural community, Public library in a, 49, =45

Noncirculated volumes, 113, 112, Ius

313

. S

Safety and security services, Health, 96,
o33 .

Salgries and wages, 99, 14
Sales and service wérkers. 62,

School
average daily attendance, 63, 44
average daily membership, 63, 254
calendar--see Predominaht calendar system
classroom-~see Classroom facility
completed (educational attai t)--see

tducational attainment .

compulsovy attendance age spanj 63, 55
day, 56, 288
definition, 254 /
district (legal control), 51, /315

entrance requirement--see Mlqimum d‘wlssions

requirement
grade or year enrgllment, 63L DoH
hours--see School day /
Iearnlng resource Lenter~—SEe Learning
resource center
library/media center, 49, $5 Yy
permissive attendance age span, 63, b’
reporting-unit structure,;53, 147
student county, 63, Zod

system, local public, 53] s/
system, nonpublic, 53, b~
term, 258 '
year, > o8

years Lompleted--see fducational attainment

School library/media center
definition, 49, 55, 248
target group, 62-63, o6
user group, 122, ruo

Score, 74, 13

Search
transaction, Literature, 111, 204
Selection dissemination of information”,
112, 29

Searching and verification services, 96, [4u
Seating capacity, 87,
Secondary school
Combined elementary-, 50, 2&b .
definttion, 49, 254 "

Secretarial/clerical employee, 83, 104, 251
Security clearance status, 63, .85

-
Security services, Health and safety, 95, 1313

P

#
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; \‘;’q‘: 5 e
l99e also" reference, (81 Siide S . {,
. definttion, 173, s = ) . :
"See" referend®, i , projector o viewer, 88, sz
Selective dissemination of Information Sound recordinj——ggg Audiodisc,
. B activity, 112, “go .
search, 112, 359? Source - \
services, 9%, "id of compensatfon, 83, I8
of derived c taloglnq, 117, 1.0
of funds--se¢ Current- fund vevenue "
Semester, 56, 30 categories'!
' Publ isher, IWS. o
Senfor high school, 49, no¢
. - Speclal catalog
*Senfor high school, Juntor-, 49, =255 definitton, :&n
topic of, 112, 789
serfal(s) , \
authority list or file, 116, !4 Special colchtiLn. '
control services, 96, 4. . !
definition, 72, .4 Spetlal educa‘ion school for handicapped, \
list, 11/, iex v . >0 ab '
services, 72, lo--see also Suh,scz:!pt.‘{on‘
bpeclal library - .
Service(s) . . definition, f#ﬁ *
.and household worker» 62, 44 ' reporting-unit structure, 53, 54, 764 ¢
area, Public librarvy primary, b4, 4o target group, (63, 64, el
availability, 54, ¢ user group, 132 123, 28
center, Participation in a bibliographic, : .
5, I ) ‘Special services) 95, 3
Contributed (volunteer), 99, 104, 105, 0 1
employee, 104, 3! Special use facility, 87, 108, Iod
hours, 54, .6
hours, Information, 112, oo - Specialist
(1ibrary)--see Programmatic dctivitiey// /1ibrary profeksional, 83, iv
month, 81, %TR 148 { Subject, 83, 40
orqganization, Special library in a business
or, b, i Speech handitappeq. 59, 872, Mg
outlet, 54, oo
point, 54, Il . Square feet
Supplies and, 99, w4 Assignable, B6, 108, ¢*
workers, Sales and, 62, " Gross, 86, !y

of shelving, Assignable, 87,
set, Filmstrip or filmstrip, 73, “Ii--see also

Kit Stack ~
- definition, 86, o4
Sex, b9, 81, 121, “en maintenance seryices, 96, "/.

/reading room, (pen, 86, 54
Shelver, Page/student assistant, 8131, g .
Staff-~see alsp tmployee and -Personnel
Snelving capacity, 87, a0 © competence, \
morale, Work environment/, 127, &

Simulation material, 73, 23 . :
Stdndard Library Identification Number,

Single-campus institution, %2, [:¢ American National %tandards Institute,

51, U4
-Singlé program occupational/vocational school, . \

Academic library in a, 49, (b4 Standard Metropolitan»Statistlcal Area

(SMSA), 51, s

Single site organization, 53, 264 . . . B
Standing (&@ntinuation) order, 116, w4
Single term, 56, ® N
‘\
A
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R . -
in ‘ )
State ' v Tape
Department of Education 53 257 - Audio- 72, 220 -
education agency, 53, duplicator. Audio-, 88, 190
racorder, Video~, 88, 191

library, 366--ses also Special Tibrary
" maintained by‘3§ﬂ serving a state
governmept agency
library agency, 52, 245
or territorial control, 51, 2!3 \

Stereograph, .73, 222

Stop

. Supporting-faciltty, 87,

‘ counts, School,

System, classification,

Bookmobile, 54, 281
Mediamobile, 54, 26!

Storage
collectioh, Off-site, 71, 174
f’acmcy.\Off -site, 87, 253

Str1b-f1]m-—§§g FilmstriE\br filmstrip set'
. .!

o

Student .

assistah
counts, Rcagemif 61, 121,\160

63“ ‘bd

credit hours, Academic. 60, 1850

level, Academic, 61, 121, 150

major program,.Academic, 61,
—

53 '
‘ 4

116, 163

121, 160

Study facility, 86, 2

Subject
authority list or file,
heading, 567
matter, Discipline/, 61,

»specialist, 83,.:00

e
7/

Subscription,
service

- ]
115, 247--see also Sertals '

Superintendent of Documents classification,
116, 172

3

Supplies and services, 99, 34

78, 121, 185, 2508

Support services, Administrative services and

administrative, 96, 247
108, 253
116, 172

’ T

Target group
cademic library, 60, 58
definition, 268 ,
: 1dentif1ers/;ra1ts. 59, 268
> Public libraby, 61, 246 .
"~ School library, 62. 258 -
Special library, 63, 64, 265

-

?

Teacher, Classroom, 63, 256
Technical employee, 83,

Technical school, Yocational,

V1d80~. 73. 321

‘ 49. oSS";QG
also Academic library in a multiprogram
occuaptional/vocational school and 2cadem1c
library .in a single program occupational/
vocational school

Technical services, 96, 23:

Techmician

Television faci

Library, 83, 230 : g
Media.\§3. 130 .

R4
ty, Au‘qtqvisual, radio,
87, 26& i -

Television receiver, 88, 192

Telewriter, 88, &C

Term

Terminal,

Territorial control,

of appointment, (personnel), 83, o8
£school)-—§gg'Prgdominant calendar system
Computer, 88, 19!

State or, 51, 213
o

Text-retrieval--see Full- text retrieval

transaction

Three-dimensional material, 73, 202

Time
Lag, 111, 233--see also Transaction duration
Person, 111. 234

Timeliness, 127, £35

Title, 71, 74, 114, 115, 175
Titles added, 114, M6, 175
fTitles removed, ‘114, 175

Tobic of bibliography or special catalog, ~

172, %

»

Township contpdl--see Municipality (including

toWnghip and city) control

'Trade 1ist, Publishers and book, £50

[ Y.



: -312-.. /
~ * -

. . N~

Trade or professional_organizatiqn, Specta) User ' _
library in a, 50, 243 diyision, Public library, 122, 247

group, 121, =270
‘ ;)J‘;nsaction > tnformation area, 86, 253

Borrowing (interlibrary 1oan}), 113, 208 measures, 234

&\ Bulk borrowing, M3, 182
Circulation, 74, 75, 113, 17! Utility, Participation in a bibliographic,
duration, 111, 233 56, 179
Equipment circulation, 113, 189 : .
Full-text retrieval, 113, 200 Utilization (of the collection),.?S, 17
Group, 111, 112, 205, 307 ) '
Lending {interlibrary loan), 114, 208 . V

Number of, 111, 233
Reference, 111, 205

renewa]'V‘IJ‘ BEY Va]ue. Collection bOOk. 7], 173

149 ' Verification services, Searéhing and,

Transfer-in, 98,
96, 240

-~

Transfer-out, 100, I45 .

Vertical file
definition, "3

Transparency, Overhead, 73, IoI
ransparency, tver material, 72, 219

Traveling library, 259 . Video-

\ disc, 73, o1
player, 88, I
tape, 73, 52!
tape recorder, 88, 19!

. f?imester, 56, ran
Tuition and fees, 98, [s53

Two-year college, Academic library in a,

Viewer
ad : (
49, 1 . Filmstrip prol)ector or, 88, 132
Typical month, 269 ) Slide projector or, 88, [J%

Typical week, 2. Visually handtcapped, 59, 203

Vocational

U school, Academic library in a multi-program
occupational/, 49, /.4
Unbouhd periodical, 72, i school, Academic library in a single pro-
. gram occupational/, 49, 54
Unclassif1eqﬁfacil1ty, 87, 243 technical school, 49, a5
Undergraduate student, 61, 121, 150 " Vplume(s)
Added, 117, 42
Unexpended balance--see fund balance definition, 1
equivalency, 71, /i
Union catalog reshelved, Noncirculated, 113, "«
National, 117, 1.0
or union list cooperative project, Partici- Volunteer services, Contributed, 84, 99, 104,
pation in a, 55, 180 10k .
Unit, Physical, 71,.114, 15 : W

Unrestricted revenue, 98, 252 Wages, Salaries and, 99, /v4

Upper div‘sion. 60' 15’; Net Carre], 87, :.’59

Urban community, Public library in a, 49, 44 White, nonhispanic, 59, 81,

Use categories, Room, 86, 552 Work environment/staff morale, 127, 31
Warkers--see Employment categories (of adult
population) '

»
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vy .
Year enrollment, School grade or, 63, 258

S
Year of constructiod, 86, 166

Young adult services, 47

[4)
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